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ram overview 



PURt^OSE: |Th» Training Alcoholism Traineri package .is designed to develop and/or upgrade 

' the training design and delivery skills of inscrvice trainers in the field of alcoholism. 

AU0I6NCE: Inscrvice trainers v^ith little or jo formal background in design/delivery of adult 

• 1 education programs and v^ho sriSeaa at least 50 percent of their time in training 

' * activities. 



RAINER : . , , . ^ , . 

REQUiftEMEN'^: Trainers should have a provcri track record in conducting inservlce training, Tralnfer 

should support the basic de^T&ji and delivery procedures described in the materials. 

CONYti|s|T: The content of the course covers: . 

• Adult learning theory ' . 
\/ . ' • Goal analysis 

• Organizational needs imalysis 

• job analysis 

• Performance analysis 

• Traininftgroup analysis ' ^ ' • / 
' • Instructional objectives 

. . • Methodology ' 

• Content validation 

V . • Evaluation design 

. , ) • ■ 

• Program implementation 

• Small group skills ^ 

COURSE ' 

MATERIALS: ' Training^packagc materials include a trainer manual, participant worl^oks, and 

several additional resource and reference books. (For further itifj^nation sec ' 
page 188.) ' . " 
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Trainers (TAT) 



Overview of tlie Trajning Alcoholism / 
Trainers (TAT) PacKage - 

NCAE's Training Alcoh(^lism Trainers model is a 
package designed for people who spend at least 
half of their time training those who deliver 
alcoholism services. The purpose of TAT is to help 
improve trainers' skills in planning and conducting 
training for service providers in the alcohol field. 
Trainers in.otherTields will also find these materials 
useful in their work.^ 

The program is 40 hours long and consists of 26 
sessions, which last from 4Q minutes to 2/2 hours 
each. Complete presentation of the program takes 
9 full training days. However, individual sessipns 
or various combinations may be used to suit the 
needs, interests, or time requirements of the parti- 
cipants. The model consists of three components: 
a Trainer Manual, a Participant Workbook, and ^ 
Resource Materials. 



1. Trainer Manual 

iThis book contains complete instructions and 
resource references for delivering the TAT pro- 
gram. It provides the follo\ying information: 

Section I ^ives details about course content and 
, methodology, the target audience, assumptions 
about training and trainers, and suggestions for 
ways of adapting the course to individual needs 
and preparing to conduct the sessions. 



Section II describes .how the materials can be 
shortened and adapted to meet particularn^eds. 

Section III contains instructions and suggestions 
for conducting individual sessions and for using 
the materials. This section is intended to be 
used as a study guide before delivery. * 

Section IV, the appendixes, contains sample 
forms and materials that can be used in assessing 
participant needs and preparing, conducting, 
and evaluating the program. 



2. Participant Workbook 



This workbook provides references and hand- 
outs used in the preparation and delivery of the 
training sessions. Each participant should have a 
copy of the workbook or a cop,y of the appro- 
priate handout. 



5-- Resource Materials 

•^Fhree reference books are used in various ses- 
sions of the course. It is rctTommended that the 
trainer have a copy of eachHt is not necessary 
for participants tclhave copies, although this 
is desirable when possible. A listing of ses^ioris 
that incorporate these books and mforrnation 
about purchasing them are included in the' 
Appendixes. Other publications cited are • 
optional for the trainer and participants. 
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the National Center for Alcohol Education (NCAE) 
developed this Training Alcoholism Tr«fiers (TAT) 
trackage to provide thoSe responsible for training 
treatment and prevention v/orkers in the field of 
alcoholism v^ith an opportunity to deepen their 
understanding of systematic approaches in design- . 
ing and delivering training. This course v/as pilot- 
tested twic9 at NCAE v/ith representative trainers 
from across the Couhtry. Follov/ing these trials, a 
revised veVsion was'fieldrtested nationally. The 
presentedition of TAT reflects v/hat NCAE learned 
abolJt the requirements of trainer^ in both series 
.of tests. 

We feel confident that the model nov/ can meefthe 
nedds of participants for v/hom the mategjpls v/ere 
prepared. Flexibility has been built into the model 
to accommodate the time constraints and other 
special circumstances we ob^erv?d iJi the field. 

When only adapted portions of the course are cpn- 
ducted, the segments selected should correspond /' 
to the felt needs expressed most strongly by 
participants oh the assessment forms in section IV. 

Whether conducted in its entirety or in segments, 
the TAT package can benefit people v/ho: 

• train employees delivering direct alcohol- 
related services; 

• possess little or no formal training in design/ 
delivery processes for training adults; 

• conducttrainingaspartof their overall job 
responsibilities; or 

• train frequently, but not necessarily full- 
time. 

The recommended number of participants is 1 6-20. 
One trainer can manage a group this size for a day 
or tv^o. We recommcnd.u^ingat least one additional 
trainer/for training that runs for more than 2 days/ 
The re'commcndcd training group size divides«into 
four small groups of four or five participants each 
for practice sessions. A single large room is adequate 
for the training if it is large enough ^or four or 
five groups to talk in conversational tones without 
distracting each other, but two or three additional 
break out rooms are desirable. 

Like the trainees, trainers delivering this program 
should be those who regularly conduct training for 
employees in alcohol-related service agencies as 
part of their overall job rdsponsibilities. They 
should support the basic design and delivery pro- 
cedures described in these materials and should 
have previously demonstrated some facility in 
using this material by designing and delivering 
inservice training in accordance with the TAT 
approach and technique^. Since the target audi^ 



enc(5 for the*program is trainers, the facilitator* 
should have a proven track record in conducting 
• inservice training programs. !3oth requirements ife 
important, because the trainer's ovyn presentation ^ , 
of TAT must^be congruent with what the package - 
puts forth as good design and delivery techniques 
* to be learr|ed by'the participant^. Practtoos that are 
inconsistent with good training technique will be . 
apparent. . '> ' /; 

b/ The TAT Curriculum 

The TAT curriculum is divided into two major 
units:^Unlt I presents'the fundamentals of design- 
ing? training course.' Unit II providers instruction 
and practice in the skills needed to deliver training. 

Unit I: DesignX * 

Session 1. Orientation and Overview (l hour) 

• A get-acquainted exercise is presented, as 
N well as an outline of the overall pur^se and 

content Qow of the training program, 

Session'^2. Basic Assumptions (labour) 

Participants are exposed to the assumptions 
about' the state of the art of training in the 
alcoholism field and to the principles of adult 
education on which the materials are basc^d. 
These assi^ptions and principles are made 
explicit, and participants are given an oppor^ 
tunity to examine and react to them. 

Sjgssion 3. Design Task Assignment^2 hoirfs) 

Participants develop their own 10-hour train- 
ing events. All conditions and options for 
completion ^re outlined. A Training Event - 
' Planning Guide (TEPG) is described and 
analyzed to provide participants with a 
process for completing their tasks. The task 
requires practice in the six basic skill areas of 
TAT: (1 ) conducting a needs assessment, (2) 
analyzing a training group, (3)' formulating 
appropriate outcomes, (4)dcvisingan instruc- 
tional strategy,, (5) developing effective 
methodologies, and (6) planning for evalua- 
tion and feedback. 

Session 4. Goal Analysis (1 hour) 

Participants improve and refine their knowl- 
edge and skills in order to distinguish between 
^lear and fuzzy goals. This session *i work will 
prepare them to examine the needs of the 
Organization in which they work. 



*The terms facilitator and trainer are used Interchangeably ' 
throughout manual. I 
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Sf $$)ori 5, Orgaiilitotlon Needs Ank\ys\s (1 hour) 

Particlp^ants jeam the flm step in training 
needs assessment They Identify ortfariiza- 
tlonal Oeeds^ by comparing the goalf of ^an 
organisation to the functions actually carried 
out by/ the staff. They examine these organi- 
zational needs and Identify those that can be 
met by training. 

' Session 6. Job Analysis (1 hour) 

Step 2 in doing a needs assessment. Partial- 
pants define the minimum level of compe- 
^ tency required to get a job done-minimum 
job expectations. • 

Session 7. Organizing [Jesign Resource Groups (1 hour) 

Participants organize into groups to assist 
. . individual members in completing training 
design tasks. They work together in beginning 
the task by assessing their personal strengths 
and weaknesses in each of the six areas 
m*entioned under session 3. 

Session 8. Performance Analysis I: Introduction (/a 
hour) 

Participants are introduced to a performance 
analysis process and learn how to derive an 
, individual's job-related needs by comparing 
current performance to minimum job 

A expectatiohs. 

W y * 

l^ession 9. Performance Analysis II: Questionnaire (1 
hour) ' J 

Participants learn how to construct a questk)rv 
naire for use in analyzing job performance. 

Session 10. Performance Analysis III: Interviexiintt (2 

hours), > 7^ 

The theory and techniques of interviewing as 
a tool in conducting a job performance anal- 
ysis are presented. 

Session 11. Trailing Group Analysis (I/2 hours) 

An exercisfrin the development of selection 
criteria for participants in training groups is 
described. Advantages and disadvantages of 
training population variables are' discussed. 

Session 12. Instructional Objectives (l hour) ' 

Participants complete exercises designed to 
sharpen the. knowledge and skills necessary 
for distinguishing between correctly and in- 
correctly stated instructional objectives. 

Session 13. Adult Learning Theory (I/2 hours) ( 
Principles of adult education are examined 



. and practlced/Partlclppnts compare thpir 
personal learning habits to four characterise 
tics of aijult learners; selfconcept, accumu- 
lated experience, readiness to learn, and 
problem-centered orientation to learning. 

Session 1 4, Methodology I (2 hours) '\ 

An overview of the field of adult training 
methods and techniques is presented. A 
bibliqgraphy issuppliedj . 

Session 15. Methodology II (I/2 hours) 

The principles of training design are illus- 
trated with specific techniques, including 
lecture, demonstration, role play, creative . 
thinking, and listening group. 

Session 16. Methpdology III (1 hour) 

Trainees are given model learning activities 
^as samples an'd are asked to analyze their 
component parts. , f ' 

Session 17. Content Validation (1 hour) 

Participants become familiar with a process 
for determining the validiyof the content 
^ of a session. 

Session 18. Design Task Evaluation I (6 hours) 

Participants fdView and apply a predesigned 
rating formula to a colleague's completed 
Ti^aining' Event Planning Guide (TEPG) for 
a 10-hour training event. 

, Session 19. Design Task Evaluation II (I/2 hours) 

Strengths atid weakrflHses of training events 
designed by individual trainees are analyzed 
by the total group of participants. 



Unit II: Delivery 

Session 20. Delivery Stage: Overview/Task Assignment 
(6/2 hours) 

Eaeh participant delivers a 20-minute training 
session to the group. Requirements and 
options for this task are outlined. The method 
and structure for evaluating the participants' 
presentations are described. (Preparation time 
for delivery task is included.) 

Session 21. Physical Learning Climate (1 hour) 

Participants Review two sample tVaining event 
checklists and identify significant items for 
their own training situations. They construct 
a physical learning climate checklist for 
future use iia their own training environments' 



Session 22. Psycl^ologlcal Learning Climate (1 hour) 

The appropriate degree of trust and intimacy 
in a learning group is^^oxamined in rplation to 
* * . training objectives. r 

Session 23. Feedbacl< I (40 minutes) 

Participants perform exercises in giving and ^ 
' receiving feedback on t|iree variables: ^obser- 
vation, inference, and feeling. , 

Session 24. FeedbacMI (.1/2 hours) f 

Participants demonstrate their understanding 
Of the principlest)f feedback by constructing 
short dramatizations* 

Session 25. Small Group Skills (2/2 hours) 

Participants learn one model for analyzing 
group process. Exercises focus on the v\/hen, 
who, and why of group process intervention^. 

Session 26. Delivery Task Presentation and Evaluation 

(40 minutes per participant) ^ 

Participant?* deliver their own learning activi- 
" ties and evaluate presentations by others. 

C. Evaluation Instrument^ 

' Copies of all of the evaluation instruments admini- 
stered to participants duriij^ course development 
are contained in section IV. To make additional 
copies, detach these pages and duplicate them or 
retype them from the manual and then duplicate. 
Each instrument is discussed briefly here. 

1. Pre/Post Cognitive Test 

This instrument is designed to measure the cogni- 
tive ^ains that occurred over the coarse. It can 
be administered to all participants before the 
training course and again as the last activity of 
the course. In order for this to be as accurate a 



gage of growth as possible, it is imperative that 
facilitators cover^. during instruction, all the 
major points listed in the session outlines. 



miriu tes.*t the end of the selected session should, 
■ \ f' -^e allowed (or cot^pletipni of the fo.rm, • 

3. Debriefing Gul^jelines ^ ' 

The questions guide the fadlitator in conducting 
a short, informal meeting with selected partici- 
pants about the progrev o,f the course. 

4, Final Evaluative Review * "v"^ ■ 

The instrument provides for an assessment of 
the participants'. perceptions qf the relevance 
and utility of the en tire training course and their^ 
* overall reaction to it. It is administered at tfhc 
end^of the entire course,. \ 
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^ D. Design Assumptions About Training and 
Trainers 

NCAE developed these materials based on a num- 
ber of assumptions about **good training'* and 
**good trainers." 

1. Good training accommodates adults who are: 

• independent, 

• experienced, . 

• problem-centered, and 

• **now"-oriented. 
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2. Postsession Rating Form 

rhis:form invites Comment from. participants 
on the utility, effectiveness, and clarity of the 
delivery of a particular session. It asks them to 
rate the relevance of the material to their needs 
and to make suggestions for improvement. One 
item relates to tf;jb effectiveness of t^e facilitator.^ 
It is suggested that this form be used only for 
sessions of particular interest to the facilitator. 
The rating form may be alternated with debrief- 
ing sessions to give the facilitator oral feedback 
on participants' reactions to the course. A few 



* 2. Good training, therefore, is: / < 

• self-directed (the learner is involved in con- 
ducting the^ learning experience), . 

• experienced-based (learning activities are 
planned around the^articipant's experiences), 

• problem-centdred (learning centers on learner 
need$/pfoblems, not on ''covering" subjects), 
and 

• immediate in application (learningcan bo put 
directly into action). 

3. A good trainer p/am the event by: 

• laying out pverall training goal(sl; 

• deciding who will attend (recruitment and 
selection procedures); 

• assessing funding sources and costs to parti- 
cipants and assigning responsibility for 

/ finances; 

• setting the timespan for training in light of 
costs, participants' needs and- availability, 
and trainer capability; 

• determining those strongly felt needs of par 
ticipants that can realistically be met within 
time limitations; 



• adapting the materials to focus oh these partic: 
ular partlcipa.nt needs (suggestions about adapt-^^ 

. ing the materials are given In sbctiOn II); 

• amending to the ^ogisticaJ needs of partlci- 

(food; lodging, travel, <?tc.); 

• arranging for adequate ^training facilities; 

^ acquiring and testing rfqVired instructional 
equipment; ^ * 

• engaging the group facilitators and confbnt ' 
specialists needed to conduct the training; and 

• coordinating the management and delivery 

' activitiesof everyone involved in planning and 
running the training program. 

4. A good trdi'mer prepares. 

5. A good tcainer faCllltcttes learning by:- 

• helping pcopfe feel comfortable; " 

• creating a healthy learning atmosphere; 

• being supportive and respectful, not judg- 
mental; ' 

• being aw^arc of his/her own biasjss; 

• giving participants some rein; 

> •. focusing on participants' problems; 

• drav^ing on participants' cxpci^cnccs; \ 

• providing practice in applying learning; ^ 

• keeping a finger on the pulse of the group 
and individuals v^ithinlt; 

• dealing effectively with participants who dis- 
play behaviors that can impc^de^group work ^ 
or obstruct learning; 

• surfacing and addressing the underlying prob- 
lems of thccntire group or of subgroups when 
they adversely affect program progress; and 

•^ beingfagood training team member. 



E. How to Prepare to Run TAT 

To prepare for the course as a whole or in various 
session, combinations, the facilitator should i 

• Review package contents. 

• Read sections I and II carefully. 

. • Apply suggestions on adaptation and.selcct train- 
ing focus. 

* To prepare for each individual training sessignln 
section III, it is suggested^that the facilitator: 



"Revlev^/ the summary pa||e an(j determine the 
relationship of the objectives of the session to 
the previous session and to the overall cours^.^ 

Review the sequence of activities, the disqussion 
points, and the materials several times before the 
session td become thoroughly. familiar with the 
session anrfits content. . 

Mdke cue cards for use In jhe session. The 
materials were designed fdr preparation, 770^ for 
delivery. Trainers are strongly encouraged to 
put presentation materials Into their own v^ords 
and determine the am^jiKit of jdetailed instruc- ^ 
tion they personally need. T<r55uners should use 
their Trainer Manual for quick reference cjuring 
group work and breaks.(^ee Sjample cue card in 
appendixes), ' , ^ 

Doublecheck to see that all the'materials, equip- 
ment, and fuFniture listed on the summary page 
are prepared o^r^afet^ined-x 

Use fifp chartsWhich may easily be made by 
Writing or drawing-watL markers on larjpti-sized 
paper. If a tripod is not available, flip charts can 
be taped or tacked ito the'wall, Axhalkboard 
and ctiall< may be used instead. > 

' Make sure needed audiovisual equipment will be 
available and operational when needed. If the 
facilitator is to operate the equipment he/she. 
must know how beforehand. 

^ Rehearse the presentation ahead of time as if 
the group were present. Once the facilitator is • 
sufficiently familiar with the workshop contents 
and background material and h^ prepared his/ 
her notes and key questions, a final preparation 

'step is to enlist a coworker, friend, or family 
.member to act as participant-audience and run " ' 

•<dTrough all the sessions as in an ac^tual workshop. 
An audk;nceof.onC;qr two h not the same as a 
roomfuLof p^articip^Us, biy this exercise Will 
give the facilitator n foeiJ^r the flow of the 

. acfivities, thfc pace and structure of the work- 
shop, ^tind the use of the sessionxOe cards; If no 
one is available to serve ^is audience or the 
facilitator is' uncomfortable with thi^f Jir range- 
npini he/she should at least g-o through the 
sessions step-by-ste|5 by himself/herself, 

» r<eview cue cards (or make them up) evening 
before delivcjring the session. 

' Check the operation^ and placement of equip- 
ment, arrange materials and (>Nrniture as neces- ^ 
sary, and rbview cue uirds one more time 
before each session and before arrival of 'the ' ^ 

. participarUs. 
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Th(s sessions in this course were constructed to be used 
' in sequence over a 9 day period. However, they can also 
be conducted at spaced intervals. Units I and jl each are 
selfcontiined and can be conducted separately without 
great difficult/. In addition, a number of sessions can be ;; 
put together and used as independent units or minicourses 
that run for 1 or 2 days. And, we will see further on, 
certain scissions within either unit can .stand alone, 

A,. ComSlniri^essions.into Minicourses 

In circumstances where it is not feasible to present 
the entire TAT model/dj to conduct either unit I 
or unit 1 1 in its entirety, the fac'litator can present 
minicourses that consist of sessions assembled in 
various combinations to address these broad train- 
in^ssues: 

• How do we determine which of our iitgcjicy's 
problems can be solved through training?- 
Minicourse A: Assessing Organizational 
Training Needs. 

• How do we determine the kinds of training 
ogr staff needs? Minicourse B: Assessing 
Individual Training Needs. 

t What can we cxpect*^to get out of training 
^ that meets the needs of the agpncy and the 
V individual?-MinicourseC: defining Training 
Outcomes. ^..^-^ .;. 

• What goes train mg to make it both pi^o- 
ductive and engaging? -Minicours6 D: Adult 
Education Theory and Techniques. 



• How Jo we handle people in ^ training 
situation?-IVIirtjcourse E; Training Group 
Discussion Leader. 

The sessions that make up each mihicoursc have • 
been combined to permit the facilitator^to lead the 
participant to a resolution of these issues in a 
reliable and methodical way. Included in the descrip- 
tion of each minicourse are sug^tions for adapting 
the materials specifically for thii kind of use by 
making alterations in the manner of presentation 
of the individual sessions in the course. These 
adaptation recommendations refer to the. actual 
%5ftlines contained in^ section III of the Trainer 
Manual. The recommendations are given here as * 
paft of the treatment on adapting TAT to meet 
particular requirements. A clear understanding of 
them will require that the facilitator first study 
section III, Session Outlines. 

>. Minicourse A: Assessing O ganUatlonal Training 
Needs 

^ Minicourse A i^cornposed of: 

Session 2 -Basic Assumptions 
Session 3- Design Task Assignment ' 
Sossion*4- Goal Analysis. 

1 1 is a 1 -day course that should be ideal for aico- 
holism workers (especially managers or those in 
a position ta influence managers) responsible 
for identifying the organizational ncedj of an 
agency that can be met through training. 
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the following adaptations are recommendecj for 
frilnlcplirse A: ^ 

\f ^eglp the course with a modified versfon 
' of' the Ihtroductioh and Welcome (serj^ion 
:^) or a substitute warmup excfcise,.Tailpr 
the remarks, to the group. Provide name- 
' tags only-lf, necessary. State tha]^ the pur- 

posoof'the Initiarexercitfe is to compare V 
- thg^partic^pahts^ expectations with the , 
. objectives of tiic minicou/^o. Carry out^ 
^ . activity C, tliolntroductory Activity; in- . f 
struct participants to focus on each-othersi ^ 
expectations of training in the course. . 

• Summarize the objectives of tessions 2, 3, 
and 4 on newsprint, the blackboard, or a 
transparency. Compare participants' ex- 
pectations with what wlll^be coveted. 
Make-sure participants^undcrstand w>rtch 
expectations will and will not be addressed. 

• I n session 2, Basic Assumptions, the Open- 
ing Remarks emphasiz^ assumptions about 

- training that must be e^upiined if one is 
to^ckje-which organizational need^ will * 
an^Hvhich will not be responsive to a 
' tralnir>g solution. In F, Closing Remarks, <- 
/Aubstrtute the fdlloWijig fo/numbers 1 and 
2: "Participants need to have these assurpp- 
' tions in mind when they examino^orgarHza- 
tional needs for training/* 

• In session 3, Pej^gn Task Assignment, for 
A, Opening Remarks, substitute: -The 
purpose of the session is to enable partici- 
pants to understand and apply the , 
«)rganizational goal analysis section of the 
Training Event Planning Guide (TEPG) 

in the Participant Workbook." Skip section 
^ B, include C. Modify the task by instruct- 
ing participants to read only {he pages 
headed Organization Goal Analysis of the 
TEPG and prepare clarifying questions for 
that section. The rest of D ean be used,^ 
but, again^only with those pages of TEPG. 

Instead of E, whicli is dropped, assigned 
groups are to work through all of the 
questions for one agency and identify ^ 
problems.they are having in carrying'out ^ 
the process. Once the large group is re- 
convened, discussion centers on solutions 
to identified problems. Conclude the 
session with a brief walk-through of major ^ 
section headings of the TEPG so that ^ 
participants get a bird's-eye vievy^ of how 
one would translate organizational needs 
into training designs. 



2. Minlcourse 6t A$$e$$ing IndMdual TVainihg 

MinicoiJrse 8 consijts of; 

Session 6-|0b Analys^^ 
Session 8-Perform<inqe Ano)ysis I • , 
Session 9-Performance Analysis II 
Session 1 0r-Performanco Analysis 1 1 1 . - 

this is a 1-day pfogram that gan help an agency 
define ti^ ing needs of individual ^taff members, 

A nirmberpf items are tolxo kept in mind by 
* thbse using minicourse B:' . 

• The first adaptation recommended for 
minicourse A applies as well tojhis course 
and ta all the other minicourses described 

. in this sectiom 

^ , • Session 7 is omitted; it is not part of this 
course. % 

, • The final, session can be concluded v/ith a 
brief summary of the points made under 
session 11, B, Training Group Composi- 
tion, Lecture and Discus^on. 

• If time allows, the facilitator may wish to 
take a quick v/Slk-thfough of the rest of 
the TEPG to give participants a feel for 
what happens to the data derived from job 
and performance analyses* 

• If session 1 1 is added to minicourse B, the 
resulting variation dould fit into the 1-day 
schedule. ,(This version would provide 
participants with the skills to select a 
training focus responsive to staff needs 
within the context of orgifrriz^itional goals.) 

• If sessions 1 1 and 1 2 wifre to be added to 
m^icourse B, participants would learn fiQw 
to translate training needs into specific 
learning outcomes, and all six sessions 
could still be completed in 1 daV. 

3. Minicourse C: Defining Training Outcomes 

f 

MinicouYse C is essentially a combination of 
courses A and B. It is composed of: 

Session 2-Basic Assumptionj 
Spsston 3-Design Task Assignment 
Session 4-Goal Analysis 
Session 6-job Analysis 
^ssion 8 -Perfprmancc Analysis I 
Session 9~ Performance Analysis II 
Session 10 -f^erform^mce Analysis III 
Session 1 1 - Training Group Aniilysis 
Session 12 Instructional Objectives 

Thjs course can be conducted in 2 days. Wliile 
combining two prior courses, it can, in turn, be 
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' joined with subsequent minlcoursos, depending 
» 'pn available time and participants^, nee^ds. For 
example; Mlnicourses C and D can fee combined 
to create a 4-day course on designing educational 
experiences for adult learners. ' ■ ^ 

* 

4. Mlnicourse D.: Adult Wucatlon Theory and 
Technlifues,, v . 

* Mlnicourse D is a I'-day course consisting of: 

^ Sessiqn 1 3-Adult Learning Theory 
Session 14-MethodologV I 
Session 15-Methodology II , - ^ 

Session l'6-*Meth'Ddology III. 

Sessions 13 through 15 can be presented as part 
of this course without modification. However, 
participants who have not gone through earlier 
porthftns of TAT will not be familiar with the 

. Training Ev^ht Plahning Guide. Therefore, in 
using session T6, th^ facilitator will- have to 
explain th^ major headings of TEPG before 
aslci^ participants to compare items in tfie 
Model Learjiing Activity (handout 1) with the 
ideal con)ponents on page 23 of the TEPG. 

.(Participants need only page 30 of the guide.) 

Sessions 17, 18, and 19 can form a 1-day train- 
ing program on fiow to evaluate training events. 



Hpwever/sincc much of what is covered In these 
r sessions depends on an understandlng^f the 
materials In the previous seiiilbns, we do not 
; ^ recommend their coniblned Use except v^lth 
^ ' participants who are w^ll acqualn^d with the 
prior content. The firsts 9 sessfons, which com- 
p#Jse unit J of TAT, provide a T-d^y course on 
the ni^Jor aspects of training de^^L ^ . 

* Unit II if TAT, Delivery of Tralhing, take52 full 
jdays. Since the subjoct'is particularly impor- 

* . tant and the materials require ho major changes, 

only one minicourse configurrf^on is recbm- 
rnendod. 



5. Mlnicourse E: Small Group Discussion Leader 

, This 1-day course consists of: 

Session 22-Psychological Learning Climate 
Session 23-Feedbaclc l ^ 
Session 24-Feedbaclc M • 
f Session 2$-~Small Group SIcills. 

This mlnicourse provides information afeouthow 
to observe and influence the dynamics of adult 
learning groups. Session 22 may be too funda- 
mental forlrainers who are already familiar with 
group dynamics theory. It can be abbreviated 



Session 



Expected 
Outcome 



2. Basic Assumptions 



Understand the basic 
principles underlying 
education and adult 
learning. 



Recommendations for 
Adaptation 



Focus on the opening pres- 
^nUtiqn and the use of 
handout 1 and reference 1 
^ '^in the second set of assump- 
tions. SIcip the first set 
(unless you have a'special 
reason to include it).^ 



Time 
(hours) 



Va 



3. Goal Analysis 


Know characteristics 
of clear and adequate 
outcome statements. 


Read Mager's Goal Analysis^ 1 

in preparation. You may 

want to give participants a 

chance to formulate and " - . 

critique goal statements. 


1 2. 1 nstructional Objectives 


Formulate specific learner 


Shduld work as is. Mager's ' 1 




oulcome statements. 


Preparing Instructional 


* 




Objectives^ should. contain 






answers to participants' ' 


Li— ■ 




questions. 



Rofbort r. Magor, Goal Analysis, (UoImont^Callf.j Foaron Publishers, 1972). 

Robert :tAnii6f, Preparing Instructional Objectim, (Belmont, Callr: Foaron Publishers, 1971). 



and -presented as a brief review^to such itralners 
at the beginning of session 23. Ses5iQnsi23'-25 
are suitable both for startihgtrainers )mo are 
Jearri[ng tKese Skills for the. first time »id for 
experienced trainers who wish to fine-tune 
them'through practice. 



B. Using Individuaf Session!^ 



Some Individual sessions can stand alone. These arci 
listed In the' table that follows,' which giVes the v 
number and name of each session, What partici- 



pants Will gair) fronft It, brief adaptation rttom- 
rnendatlon^i and f he time needed to conduct each 
session: • ^. , . . / V/^N, V - ^ . 

The assessment instrumefits ahd tabulatlon^forms 
in lection IV can be Used by the trainer to find out 
v(hlch minicourse or session(s) his/her prospective 
trainees would like to cover* ' 

The content ind methodology of other sessions 
can be used alone-or iacombination by theresourse- 
ful facilitStor In creative ^ays'that serve his/her 
( o\vn training situation. ^^(P 



Session 



Expected' 
Outcome 



Recommendations for 
Adaptation ^ 



-Time 
(hours) 



13. Adult Learning Theory Understand Malcolm ' You might want to follow VA 

Knowles' analysis of up with sessions 14, lb, and/or 

four basic adult quatities 16 at a later date. The four 

that affect adult learning. * combined constitute mini- 

^^course D. Session 13 requires ^ 
/ * j / ' no changes when used alone. 



22. 


Psychological Learning 
Climate 


Describe climate that fosters 
learning. 


Use as is. 




VA 




23. 


Feedback 1 


Know ground /ules for 
giving feedback. 


Use as is. 








24. 


Feedback II ' ^ 


Gain skill in giving con- 
structive feedback through 
practice of ground rules. 


Use as is. 




VA 




25. 


Small Group Skills 

o 


Use model for analyzing what 
is going on in a group. 


Use as is. 


7^ 


2'/2 





10 
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Outlines 



Program Goals ^ 

Participants will understand and apply the fund^pnental skills needed to 

• design inservice alcoholism training and 

• deliver inservice Silcoholism training. , ^ 

They will demonstrate their'design competencies by preparing and analyzing written training plans for specific 
target groups in accordance with a systematic'dosigni:)rocess (unit I). 

They will demonstrate their delivery capabilities by delivering dnd analyzing learning experiences in accordance 
with principles governing the selection and use of training methods for adult learners (unit II), * ' ^ 

REMINDER: section III is intended for the trainer's use in preparing to deliver a session. Trainers-should make 
their own presentation cue cards as they prepare, (See example pr^page 200.) 

Ip usings^he Session Outlines, please note that the first page, or cover sheet, for each session indicates the ses- 
sion goals an)d objectives, total session time required, equipment, materials, primary training methods, and 
meetintf room arrangements. The subsequent pages should be read across the double page. The lefthand ^age 
specifies suggested times for each activity, the sequence of activities, ^ind materials needed for that activity. 
The righthand page outlines the points for discussion corresponding to the activity described opposite. 

■ ■ ' ■ ■ 
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Session 1 . , ; Orientation and d^^ 



GOAtS/OBjECTIV^lS: The goals of this session are to: /- . • 
^ ' \ • 1. establish atmosphere conducive to learning- ► * 

* ^ 2. fanfiiliarizeparticip^antswltfi goals of the training program, and 

3. familiarize the partiwpants with the sequence of activities of the, training prograr/. 

At the end of the scssioin the participants m\\ be at)le to: 

. ^ • 1. identify correctly by name at least halfof the other members of the training grfoup and of. 

the training staff, 

2. distinguish betv/een the design and delivery skiNs goals, and 

3. relate the tv^o goals to tTie overall training program sequence of events. 

TIME REQUIRED: I/4 hours 

EQUIPIVtENT: Flip chart paper, tripod, masking tape or tacks, markers, name tags, pens or pencils, v^riting 

paper/notebooks i 



MATERIALS: Handout 1 , Glossary 

(Handouts and 

references are found 

in the Participant 

Workbook.) 



PRIMARY METHODS: Lecture, discussion, group exercise 

( . - ' 

MEETING 

ARRANGEMENTS: Drawing 1 , Round table setup 

Drawing 6, Informal discussion setup 

(See "Illustrations of Various Meeting Arr4/jgements*' in section IV of this manual.) 

I 
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Session 1 

' . \ • ' \ - 

Vme \ Sequence ot Activities 



Materials 



5 mln. A; IntrocTuction and Welcome • \ 

. " > 1 . Taller welcoming remarks to the particular 
. / audience and situation. . 

2. Be sure to have name tags and other . 
(materials listed oi)posite ready for 
.distribution. 

5 min. B. " Opening Remarks ^ 
1 . State purposes of this session. 



/ 

2. State sequence of activities. 



A2. Name tags, handouts 
pens, pencils, paper 



C. hitrbductory Activity - 

5 min. ^ 1 . Introduce training staff and clerical or 

support personnel who will have (fontact ^ 
with the trainees. 

40 min. 2. Trainee introduction exercise. - 

' a. Divide trainees into pairs. . ^ ^ 

b. Instruct trainees to: 

(1) interview each other for personal 
data (i.e., where from, kind of work, 
etc.), 

(2) describe to^eir partners a recent 
successful fining experience, and 

(3) describe to their partners a training 
skill that each would like to acquire. 

c. Allow 15 minute|for interviews. 

d. Reconvene full group and ask each trainee 
to: 

(1) introduce his or her partner and _ 

(2) report on knowledge gained in tRc^ " ^ 



interview. V. / 
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Orientation md Overview 



Points for Discussion 



A. Introduction and Welcome 

There are no discussion points for tills section. « / 



6. Opening Remarks 

1 . The purposes of this session are: 
a. t(J acquaint tiie trainees witii tiie ovctall design of the training pfogram, 

" tb introduce the trainers to the trainees^ and * • ^ 

c. to introduce the trainees to each other. 

2. During this session there will be: ^ 

a. introductory activities, . ' 

b. a break, and 

f . a brief overview on the content; of the training course. 
Inti^oductory Activity 

There are no discussion points for this section./ 




Sequence of Activities ^ Materials 



D. Overview of Training Progrim 

1 . ; State goals of tcalning program. 



2, Describe focus of ti'aihing program. 



3- Review sequence of activities. 



T. 



if 
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Orientation ^nd Overview 



Points for Discussion 



X 



9 / ■ ■ * ^ * ' 

D. Overview of Training Program • ' s ' ^' . 

( * * *' 

^ 1. This training program is designed to achieve thre6 major goals: *• 

a. Total .setpinar goal-Par^ioipants wilP demonstrate competency in understanding and 
applying the fundamental skills needed to design and deliver training programs to adults. 

b. Design skills goal-^Participants will '<lemdnstrate their competency in understanding and 
applying the elements of a systematic design process by preparing and analyzing written 
training plans for specific target groups. \ 

» c. Delivery skills goal-Participants will demonstrate competency in understanding the 
principles for selecting and facilitating training methods appropriate to the special learn- 
ing charact|ristics of adults by delivering and analyzing specific learning exerc«es. 

2. The program will focus on the adult (earning process. Four factors influence that process: 
^ a. the learner, 

b. 'the environment, 

c. W methodology, and 

d. th^*i(Tainer ' ^ ^ • 

3. The focus during the first week will be on the learner and the methodology. Subjects will 
be: 

a", understanding the adult as a learner, . 

b. assessing the training needs of the adult learner, and 

c. constructing learning activities to meet those needs. 
The sequence on instruct^ion will be as followsK^ 

a. Needs Assessment: 
^1 ) needs of the organization, 

(2) needs of the job, 

(3) needs of the worker, and 

(4) selection of a training ^roup. 

Building a Curriculum: ' . 

(1) deciding learning outcomes, 
. (2) constructing learning activities, and ^ . 

(3) selecting evaluation strategy. 
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Time Sequence of Activities 



7 



Materials 



D. (continued) 

\ 



5 min. . E. Closing Remarlcs 

1. Have participants locate handout 1 for 
this session in workbooks. 

a. State purpose of Glossary. - 

« ■ 

b. Ask trainees to read Glossary on their 
own time and note any questions they 
may have. All questions will be answered 
In the first content session. 

2. Link to first content session. 



El. Handout 1, Glossary 
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(!)rientation and Ovetview ^ 



Poinfs for Discussion ' ; A, 



D, (continued) 



y 4. . The focus dtiring the second week will be pn th^ trainer and the environment. Subjects ^ 
, will be: ^ 

a. The framing environment: 

(1) physical environment and " 

(2) psychological environment. , 

b. The trainer: ^ > . . ' 

(1) smal4^oup discussion and ' 

(2) large-au^lience presentation. 

5. Each week there will be an individual project for trainees to work on: 

a. Week 1 : Pre^ratlon of a written plan for a training event and 

b. Week 2: Delivery of a 20-minute training session. 
E. Clqsing Remarks * 



la. The purpose of the Glossary is to acquaint the trainees with some words that have meanings 
specific to this training course. 



2. The first content session of the training program will introduce the trainees to theibasic 

assumptions upon which the coui^e is.bMilt and which are essential Tor the understanding of 
the subject areas that will be covered in the course. 



A 
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Session 2 



. f . .... 

Basic Assumptions 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references arc found 
In the Participant ^ 
Workbook.) 



The goals of tHis session are.to: ^ , ' 

^- ■ 

1. farpiliarize the participants with the basic assumptions that underlie the methpd of training 
bein^'used in TAT, . ' 

2. persuade the participants to acqept these basic assumptions fw the purposes of the course, 
.and, 

3. make sgre that participants undmtand the Glossary introduced in the.orienUtion session. 
At the end of the session participjjnts will: 

1. be able to name three of the underlying assumptions and ' 

2, be able to relate one type of assumption to personal experience. 

Vh hours 

Flip chart paper, tripod or masking tape, markers 
Handout 1, Basic Assumptions 

Reference 1, Discussion Task Instructions (for flip chart 1) 
Glossary (introduced in session I) , 



PRIMARY METHODS: Lfccture, small group discussion, p^mel discussion 



MEETING 
ARRANGEMENTS: 




Drawing 6, Informal discussion setup 
Drawipg 4, Workshop^etup 

(Sec ^'Illustrations of Various Meeting Arrangements" in section IV of this manual.) 



' So 
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3.mln. A. Opening Remarks . 

State purpose of this session. 

5 min. B, The Basic Assumptions - / f 

1 . Refer participants to handout 1-Basic 

Assumptions. 
< 2. Review basic assumptions. 



B1. Handout V, Basic 
^ Assucnptions - 



30 min. C. Small Group Discussion 



25 min. 



. i. 



D. 



1 . Divide trainees Into groups 6f four or five.. 

2. Using reference 1 and flip charts v^ith tasks 
v^rltten out, instruct groups to: 

^ a. share with each other their experience of 
a concrete example of one or more of 
the assumptions and 
' b. select a spokesperson to represent the 

group In the panel discussion that follows. 

3. Check group selections to make sure both 
types of assumptions are being discussed. 

4. Circulate among groups during discussion 
to keep group activity ontrack. 

Panel Discussion 

1 . ♦ Form a panel consisting of chairpersons of 
' each group, with the trainer as moderator. 

2. Seat panel together at head of room. , 

3. Have panel members discuss results of their 
small group activities. Bring out the teaching 
points listed on the opposite page. 



C2. Reference 1, Discussion 
Task Instructions (for 
flip chart 1) 
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Basic Assumptions 



Points for Discussion 



A. ^Opening Remarks . . : • 

The purpose of this session is to famlllarlw trainees with the rationale that underlies the form 
and content of this training program, , 

B, The Basic Assumptioh$ ' 



2. There are two kinds ofbasic assumptions to be considered: 

a^^mptions about the present state of the art of training in the field of alcoholism and 

b. assumptions about adult education in general. | 
Small Group Discussion ' ■ ,■ ^ . \ 

The purpose of the discussion is to give participants an opportunitV to express their opinions 
about the relevance of this workshop for them. 



D. Panel b)scussi6n 



Lead question: What did you hear in your group? 

Teaching points: ^ ' , " , 

• There Is ^distinction between beh^ior and attitude. Tq. change behavior, it may be 
necessary first to alter underlying attitudes. 

• The role of the trainer Is to be a facilitator rather than a lecturer. 

• Evaluation and feedback at predetermined Intefyals are essential 
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'■ / \ . ■ 


■ ' ' ' •. ■■, ■ 


' Session 2 


ft , 






. ;^ ' Tfm^e Sequence of Activities . 


^ I . • ■ ■ • ^ 

Materials' 






lOmin/ 'E. Questions and Answer-Glossary, 

1 . Ask trainees to turn to the^'Glossary Introduced 
. ' . i • ' in previous session. ^ «^ 

' 2s Review important definltio;is (see opposite). 

A 

"... 

> » 


.1 

• 




i. 

■ ^ 


• • 


« 




» 

V 

* 


. ft 

1 ■ ■ 


« 






^ 

* 3. Aniwer qitestlons. 

2 min. F. Closing Remarks 

1. Summarize discussion of basic assumptions. 

2. Link to next session. 

» ft 


I 
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Basic Assumptions / 



Pointer Discussion 



E. Question, and Answor-Glossary 



2. The definitions given In the Glossary are derived from the basic assumptions just studied. 
Important definitions to remember are: . 

Learner. The person for whom the trainlngwctivity Is created and presented. Ideally his or 
her behavior reflects commitment to the following assumptions: 

• No one Can motivate, teach, or train someone else: all Individuals conduct their own 
motivating and their own learning. Hence, all learners are responsible for the degree to 

. which they involve themselves In thp learning activity. 

• The learner is in charge of what he or she gives to and gets from otherjf in the group, n 

• Learners have the obligation to help the staff help them reach their learning.goals. This 

. can only happen In accordance with the degree to which they take their learning seriously. 
The learners' feedback to the trainer is essential to keep a course relevant to their learning 
needs. 

Trainer. A guide who arranges learning experiences for others. Ideally, his or her behavior 
reflects commitment to the following assumptions: 

• The trainer can only guide learning, not create it. 

4. 

• A trainer doesn't train until he 6r she locates a specific neCd, just as a dentist doesn't drill 
until he or she finds a specific cayity. 

• The more a trainer knows and accepts his or her personal needs and behavior styles, the 
freer he or she is to Help trainees in identifying their needs and behaviors. 

• Neither the learner nor the trainer is on trial; evaluation is conducted to measure the 
usefulness of the total training activity. ^ 

• The more knowledge and strategy a trainer possesses, the more cloSely he'or she can 
match usefuHnstructlonal activities with specific learning objectives and individual 
learning needs. 

• The trainer Is at all times a learner as well as a facilitator, learning from each person and 
each training experience. • 

Learning. A relatively permanent change in a person's overt or covert behavior, which is not 
a result^of normal maturati&n. The evidence for learning, which is an internal process, is 
behavior change, which can be observed. W(;Jnfer that learning has occurred from the 
change In behavior. 

Closing Remarks ^ . 

1 . Trainees will have the opportunity to see the basic assumptions in operation during the rest 
of the training course. # 

2. Trainees will also be able to make use of the assum|;>tions while writing their own design ■ 
task, which will be explained fully in the next session, 
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Sesi^iori 3 



Design Task Asslgnmjsnt 



GOALS/OBjECTIVES: The goals of this session are to: • 

1. dairlfythQ ^^ign task assignment for the trainees and 

2. familiarize the trainees with the Training Event Planning Guide (TEPG) and the planning 
steps It sets forth. \^ < 

At the end of the session the trainees will be able to: 
1 . name the design tasl< stages and 
> 2. explain the three discrete steps within each stage of the TEPG planning process. 

2 hours 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references are found 
in the Participant 
Worlcbook.) 



Flip chart paper, tripod, masking tape or tacks, markers 

t 

Handout 1, Design Task Instructions 

Handout 2, Training Event Planning Guide (TEPG) 

■Reference 1, Design Task Stages (for flip chart 1) 



PRIMARY METHODS: Lecture, discussion, smalT group activity 



MEETING 
ARRANGEMENTS: 



Drawjpg 6, Informal Discussion setup 
Drawing 2, Workshop setup 

(See "Illustrations of Various Meeting Arrangements" in seq^^ IV of this manual) 



\ 
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Session 3 




Time Sequence of Activlti'^s 



Meiterials 



Smin. A. Opening Remarks 

1 . State purposes of this session. 



2, State sequence of activities. 



5 min. B. Stages of the Design Ta$k 

1, Describe the design task. 

2. I^view the three stages of the design task 
(see opposite). 



B2. Reference 1 , Design 
Task Stages (for flip 
chart 1) 



5 min. 



3. Clarify sW I: 

a. Refer Wrt'c'Pa^ts to handout 1, Design 
Task Instructions. 
' b. Review the instructions, 
c, Ansv^rer questions, • 
Use of the Training Event Planning Guide 
(TEPG) 

1 , Refer participants to handout 2, TEPG-and 
allow a few moment^ for trainees to look it 
over. , 

2. Discuss purpose and format of TEPG (see 
opposite), but postpone questions at this time. 



B3jr. Handout 1 , Design 
Task Instructions 



CI. Handout 2, TEPG 
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Design Ta&kAsslghment 



Points for Discussion • j 

. : t — — — — — — 1 

A. Op^njhg Remarts * \ 

1. /^ the purposes of this session are to: 

■/ a. make the design tasic assignment clear to tile trainees; and 

, ' b. thtroduce the trainees to a planning instrument, the Training Event Wiwning Guide 
^ • (T^EPG), and to malce sure the trainees understand its purpose and iiow to\use it. 

2. During this session tiie trainees will : 

a. go over tile design task assignment and ' 
■ b. examine the TEPG in detail. 

B. Stages of the Design Task ■ i { 

K The task for trainees during the first week is to design a complete training event of at least 
^ 10 iiours in length.' - 

2. The task will be^ccomplished in three stages: 



a. Stage l-The design itself. During the first stage each trainee will design a complete 
training event. 

b. Stage I l-The first evaluation stage. Each trainee's design task will be evaluated intensively 
by another trainee. 

c. Stage 1 1 l-The second evaluation stage. Particular aspects of tiie design tasks will be dis- 
cussed and evaluated by the full group. 



C. Use of tiie Training Event Planning Gui^e (TEPG) 



2a. The Training Event Planning Guide is a series of workslieets designed to focus attention on 
eacii sequential step of the planning process. Its purpose is to insure tiiat all necessary steps 
are taken in logical order. 
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Session 3 

9 ' ........ 

Time SequerSce of Activities 



C2. (contlniited) 



3. Assign participants to groups of three. 

10 min. D. Clarification of Needs Assessment Section 

' 1. Understanding the section: 

a. Instruct trainees to form the assigned groups 
and take 10 mlrrutes to read the Needs 
Assessment section and prepare clarifying 
questions. 

15 b. Reconvene full session and answer questions 

15 min. : 2. Applying the section: 

a. Instruct trainees to re-form groups and take 
1 5 minutes to discuss what each of the 
three planning steps means to them. Ask 
them to note any recent experiences In one 
of those three areas. 

10 min. b. Reconvene full session and discuss some of 

the imall group experiences. 
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Design TaskAsslgnment 



Poitits for Discussion 



C2. (continued) 

b. The TEPG is laid o^t in two major sections: 

^ (1 ) the Needs Assessment section, which \oncentrates on determining the needs that must 
be satisfied by the training activity, and 



(2) the Curriculum Buildin^ection, which will serve as a roadmap ^ developing the learn- 
ing activities that make uV the design task. * 
2c. In general the format of the^EPG follows both 

(1) the curriculum of this course and 

(2) the sequence for developing any training event. 

d. The trainees should find that as they learn a new skill they will be at the point in their 
design task where they need to make use of that skill and will be up to the appropriate paKe 
in the TEPG. rr r t- o 

e. The TEPG is designed primarily for inservice training; not all of the pages.wilf be directly 
applicable to all training situations. 

f. -Structural points to bring out: 

(1) The booklet is organized into two sections. ^ 

(2) There are three principal stages in each section. 

(3) These six stages are the major design categories and are the six skill areas TAT is focused 
' on. 

g. Review the 1 2 steps in the TEPG sequence and examine the structure of several pages. 

D. Clarification of Needs Assessment Section 
There are no discussion points for thh section. 
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Session 3 



Tim^ Sequence of Aotii/ities Materials 

, ^ , - I J , • ^ I I I ■ ■;- ' ; ■ " * ■ ' • ■ ■ . 

E. Clarification of Currlculunt.Buildlng Section 
J J 10 (Win. 1. Understanding the section: . 

V, a. Instruct trainees to re-form groups and take, 

' 10 minutes to read thfe Curriculum Building 
* section and priepare clarifying questloi)is. 

. ismin; b. Reconvene full session and answer questions. 

2. Applying the section: f 
15 min. a. Instruct trainees to re-form groups and take 

1 5 minutes to discuss what each of the ' 
three planning steps means to them. Ask / 
what special difficulties they foresee In com- f . ^ 

pleting these sections. 
lOmln. b. Reconvene full session and discuss some, of the 

difficulties mentioned. 

5 min. F. Closing Remarks 

1. " Announce design task schedule (see opposite). 



2. Anticipate next session. 
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Design Task Assignment 

Points for Discusshn 



E. Clarification of Curriculum Building Section 
There are no dis^slon points for this section. 



\ 

i? 



, " ■ ■■ V 

'F. Closing Remarl<s 

1. Design task schedule: 

^. A full training day will be devoted to both evaluation stages for the task. 

b. To allow trainees sufficient time to complete their tasks, work sessions will be scheduled 
each day throughout the workshop. i 

c. There will be' checkpoint sessions periodically to deal with any special problems that may 
arise. 

d. Resource groups to help participants with their tasks will be formed. 

2. The first step in designing any training event is to identify and analyze thfe goals of the event. 
The next session will examine the subject of goal analysis in detail. 
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Session 4 



Goal Analysis 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts an4 
references ar0 found 
in the Participant 
Workbook.) 



Participants will nrfflne and improve existing knowledge and skills necessary to identify clearly 
stated goals- 
Given a list of 20 goal statements, participants will be able to judge correctly whether 1 7 meet 
criteria for clearly stated goals. 

1 hour ^ . ^ 

Flip chart paper, tripod or masking tape/markers ^ I" ^ 

Handout 1, Goal Statements ^ . ... 

Resource Material, Goal Analysis by Robert F. Mager ' 

Flip chart 1 /Goal Analysis (to be prepared based on discussion points listed under section A) 

Flip chart 2, Elements of a Goal Statement (to be prepared based on discussion points listed 
under section C) 



^PRIMARY METHODS: Lecture, individual task, large group discussion 



MEETING 
ARRANGEJ(1ENTS: 



Drawing 3, Classroom setup 

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.) 



1, 
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Session 4 



Time Sequence of Activities 



Mater/a/s 



5 mln, V ^• 



Opening Remarks 

1 . State purposes of this session. <- f 

2. Define ^ goal and give reasons fqr analyzing 
It. . ^ 



A2. Flip chart!, Goal 
Analysis 



/ 



3. Give and then elicit examples of clearly 
stated goals. Use Mager's Goal Analysis 
as a reference. 

30 min. B. Questionnaire-Goal Statements ' 

1. Refer participants to handout 1 . ' 

2. Instruct trainees to: 

a. read each goal, . 

b. indicate whether or hot the goal is 
clearly stated, and 

c. discuss answers with neighbors when 
finished. 

20 min. C. Lecture-Principles of Goal Analysis 
Review the elements of a clearjpal. 



A3. Resource IVIaterial, 
Goal Analysis 



Bl. Handout 1 , Goal 
Statements 



C. flip chart 2, Elements 
of a Goal Statement 



5 min. D. Closing Remarl<s 

1. Summarize discussion of goals. ^ 

2. Linl< to next session. 



Hi 



3. Instruct trainees to bring copies of the goals 
of their organizations to the next session. 
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GiOal Analysis 



Points for Discussion 



A. Opening Remarks .. 

1 . The purpose of this session Is to understand how to formulate clear goals that can be Inter- 
preted In the same way by twp or more people. 

Z Jrgoal is a statement of purpose or Intent. Goal analysis has three important functions: y 

a. It clarifies where one wants to gq! 

b. It simplifies how one intends to get there! 

c. It states how one will know when one has arrivedl \ 



B. Questionnaire— Goal Statements 

There are no discussion points for this section. 



C. Lecture— Principles of Goal Analysis 

A clear goal is one that can be interpreted in the same way by two people. To do this, a goal 
statement must: 

a. state specifically the results to be accpmplished, 

b'. state the result in measurable or observable ternis^nd 

c, identify wh6n the rcjsult will happen. 

When a statement meets these criteria, it is possible to determine its achievement. The state- 
ment of learning goals makes possible the measure of instructional effectiveness. This is the 
reason for including the topic of goal analysis. 

D. Cjo^ing Remarks ~. - ~ 

1, A clearly stated goal is a statement in measurable terms of an outcome to be achieved within 
a definite time period. 

X Training programs do not exist independently but are established to serve the purposes or 
goals of a larger organization. Defining organizatibnal needs and goals will be the subject of 
the next session; \ ' 
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Session 5 



Organization Need$ Analysis 



^ , ^ ^ ^ ' " ! "" 

The goal of tMs session is to make the participants understand the value of organizational 
needs analysis and its relationship to plans for training. 

By the end of the session participants will be able to name two ways in which their own job 
does or does not relate to the needs of their organization. ' • 

1 hour , ^ 

Flip chart paper, tripod or maslcing tape^ mariners, paper and pencils for all participants 

Handout 1 , Discussion Guide 

Reference 1 /Organization Structure (for flip chart 1 ) 

Resource Material, Analyzing Performance Problems 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references are found 
in the Participant 
Workbook.) 



PRIMARY METHODS: Lecture, small group discussion, panel, and large group discussion 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal discussion setup 
Drawing^, Workshop setup ^ 
(See "Illustrations of Various Meeting Arrangements"' in section IV of this manual.) 



1 



Time Sequence of ActMtle^ 



Materials 



3mln, A. Opening Remarks . 

1. State purpose <>f this session. 



Ml' 



2. State reason for this session. " . 

5mln. B, Introductory fexerclse 

1. Ask trainees to take out pencil artd paper. 

2. fell trainees to: 

a. draw an arc, 

b. draw a second arc linked to the first arc, 
and 

c. draw a third arc linked to the first and 
second iircs. 

3. Show trainees the Intended sblutlon-a 
circle-rron a flip chart. 

4. Summarize exercise (see opposite). 



B1 . Paper and pencils 



83. Flip chart paper, 
marker 



10 min. 



Organizational Goals 

1 . Referring to flip chart 1 , review points 
relating to organizational goals analyzed 
as inputs and outcomes. 



} 

CI . Reference | , Organiza- 
tion Structure (for flip 
ch^irtl) 



\ 
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i . Org anization Needs Analysis 

Points for' Dlscu$$ion ' ■ ' 




Opening Remarks ' " , . 

The purpose of this session Is to examine the relationship between the goals^of an organiza- 
tion and the functions of the people in it. Organization needs analysis is the'f jrst stage of the 
Design Task needs assessment procedure. 

2. The first step in designing a training event is to examine the goals and needs of the organiza- 
tion that the traAlnIng event is ini. ided to meet. 
B. Introductory Exercise ~ \ 



4. It is possible to follow directions carefully and still not accomplish the goal If the goal Is not 
clearly understood at the outset. Only by knowing the expected outcome of a job and hov^ 
each task relates to that outcorpe can goals be achieved. . 
C. ^ Organizational Goals 

1. Organizational Resources 



* a. A systems approach to analyzing organization goals will divide an organization's resources 
and services intq the following components: 

n OUTCOMES , 



INPUTS-^-^ > OUTPUTS — ^Ef FECTS — >IMPACT 

Inputs are resources that are Invested In a program or activity (staff, money, equipment, 
etc.). These are combined in various ways to produce outputs-the products or services of 
the program or activity (e.g., client contacts). These outputs are supposed to have effects 
on knowledge, attitudes, or behavior (e.g., increased knowledge about alcohol, decreased 
y drinking). The effects of a program are intended to have some impact on the individuals, 
groups, or communities who are the beneficiaries of the program (decreased alcohol-related 
illness, decreased property damage). , . / 

b. An organization's outcomes are Its goals. There should be ^n adequate relationship be- 
tween. high priority goals (outputs, effects, impacts) and the time and dollar resources 
(Inputs) spent In achieving those outcomes. For example, If the highest Impact priority 
for an agency Is a decrease In juvenile use of alcohol^ why spend 60'percent of a training 
budgey on training new Intake counselors? 



41 



Session 5 



if 



Time Sequence of Activities' 



l\/lat0ml$ 



C. (continued) 

2. Ask trainees to brainstorm exan>t)les of 

inputs,'Outputs» effects^ and ihipacts for a 
M typical alcoiiol agency. 



C2. Write on flip chart 



20 min. 



20 mlri. 



3. Review points listed opposite. 

D. Small Group Discussion v 

1. Divide trainees into three small groups. 

2. Rdfer them to handout 1 , Diseussidn 
Guide. 

3. Instruct tr*ainees to: 

a. discuss the goals of their organizations 
(copies of which they wer^ instructed to 
bring to this session) using the Discussipn 
Guid^ to get started and 

b. appoint a chairperson to represent group 
in fuJI si^ssion to follow. 

E. Large Group Discussion 

T, , Reconvene all participants. 

2. Request each chairperson to report on his or 
her group's discussion. 

3. Have participants discuss each report. 



D2. Handout 1 , Discussion 
Guide 
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Organization Needs A nalysis 

— ; ' ' ' . ' 1^. . ^ ' " ' " — - — " ' M l ... - I" 



Points for Discussion 



■ : — ^ ' — ' ~ K , X 



C. "(continued) ' " , 

2. Training is not always the top pHority.. 

a. Training Is frequently considered the solution to a variety of administrative problems, 

/ since training Is aimed at increasing the efficiency of expenditurW a major organizational 
resource: human energy. . '.), 

b. Training Is not, however, always the solution. Other causes of the problem could be: 

(1 ) Inadequate program or community resources, 

(2) environmental or political realities, or 

(3) unrealistic goals. 
It is necessary to examine organizational goals before planning training because: 
a- Training may not be the true problem solution. 

b. Other training needs may be uncovered in such an examination. 

c. The goats ind priorities of the organization will affect; ) 

(1 ) the design of the training program, 

(2) the location and physical environment for the training, and 

(3) the opportunity to implement training. 

d. The traineeVreadlness tq learn will be affected by the value the organization places on 
i training and the opportunity provided to exercise new skills* 

D. Small Group Discussion U 
There are no discussion points fftr this section. ' 



E. Large Group Discussion 

There are no discussion pointi for this section. 



r 
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Time Sequence of Activities 



2min. 



F, Closing Remarks 

1 . Summarize Importance of analyzing organiza- 
tional goals when planning tralhlng. 

2. Link to next session. 

3. Refer to Mager & Pipe, Analyzing Performance 
Problems, as a useful source for f jirther 
reading on performance analysis. 



F3. Refereni<;$( 2, Analyzing 
Performance Problems, 
Or You Really Oughta 
Wanna, Robert F. Mag- 
er and Peter Pipe. (Bel- 
mont; Calif.: Fearon 
Publishers, 1970). 
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Orgmizatioh Needs Analysis 



Points for Discussion 



F. Closing Remarks * 

1 . Analysis of organizational goals can prevent unnecessary or Inappropriate training and can 
^ improve needed training. 

2. Trainers generally train people to do jobs that meet organizational goals. Ho\v to define 
those jobs In the context of the organization's goals will be the subject of the next session. 

S. Three Sessions of this course will be devoted to analyzing performance problems. Trainees 
should be encouraged to read the Mager book. 




\ 
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GOALS/OBIEC 



l/lVES: 



■l >* >I.Wljl i » 



TIME REQlflRED: 
EQUIPMENIT: 



MATERIAl 
(Handouts ^jnd 
references are found 
in the Participant 
Worlcbook.) 



The goal of this session is to familiarize the partlpipants with the relationship of the job t<> the 
overall organization and tp Qkamine component job skill areas and job behaviors. 

. r ' • ' ' .• 

By the end Of the session participants will be able to:' * / 

1 . list areas of responsibility for their own jobs, \ - 

2. compile a list of sequential behaviors necessary to acMmpllsh a task of one job area, and 

3. assign minimal levels of acceptable performance (for thftt task. 

1 hour 

Flip chart papefi tripod or masking tape, markers, paper, and pencils for each |5articipant 

Handout 1, Sample job Description, Skill Areas, and job Behaviors 

Flip chart 1, National Standard for Alcoholism Counselors (to be prepared from discussion 
points listed under section D) 

Flip chart 2, Revised Standard (also to be prepared from-^section D) 



PRIMARY METHODS: Lecture, individual task, large gr6up discussion 



MEETING 
ARRANGEMENTS: 



Drawing 3, Classroom setup ^ . . 

(See 'Illustrations of Various Meeting Arrangements" in section IV of this manual.) 
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Session 6 

Time SequenQe of Activities 



Materi^ls^ 



3 min. A. Opening Remarks 

1 . State purpose of this sessfon. 



State sequence of activities. 



15 min. B. The Job 



1. pefine"job." 

2. Reffer participants to handout 1 , Sample Job 
Description, Skill Areas; and Job Behaviors. 



Individual task: 

a. Ask trainees to use the job description 
section of handout 1 as an example and 
prepare their own job descriptions. 

b. Emphasize that trainees'* desc ' tions 
shoul^^refer to their current responsibilities 
and not repeat an outdated description. 

c. Allow 5 minutes for task. 

Discuss task with group, usinji questions for ^ 
discussion opposite, if riecessary. 




B2. Handout 1, Sample Job 
Description, Skillt 
Areas, and Job Be- 
haviors 



20 min. C. The Job Behaviors 

1. Define "job behaviors." 



Ask trainees to refer to the sample job 
behaviors on handout 1 . 



; • Job Analysis 

■ ■ ■ > I ■■ ■ • j 1 J . - • I (/I .-.]-.,'•.■■ 1 i ' - I ^. I . ..n'. I ;-. V . . ■' V i' I I I ' ■ - ■ ' " ' ■ ' ' ' 

Points for Discussion 

* A. Opening Remarks ^ 

1 . Job analysis is the second stage of the needs assessment process that is an essential part of 
the training Design Tasl<. The purpose of this session is to practice loolcing at the job in 
relation to: 

a. its place in the organization, 

b. the behaviors or performance sicills necessary carry out its functions in the organiza> 
^^ion, and i ; 

cMhe minimum level of competency required to get the job done. 

2. Trainees will look first at job descriptiqrts, then at component behaviors or skills, and 
finally at methods of establishing competejicy levels. ' 

d. The Job 

1 . A "job"- is defined its "the duties and areas of responsibility assigned to a job slot." 



4: Questions for discussion: 

• What did you learn from this exercise? 

• How does the job description prepared relate to the organization's goals? 

• Is one area of the job more important than another; must one be given more time than 
another? 

• To whom does the person in the job described report? Is that person fUliy aware of the 
scope of the job being performed? 

• What output is expected from the job and in what time period? , 
"C, The Job Behaviors ^ 

1. Each job description defines a number of duties. In order to carry out each duty a sequence 
' of specific tasks is required. These tasks are known as the job "behaviors." 



%■ : '. ■ 
'f • ^ 

- , ; ^ • 
t . 

• 
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.... . _ . ...... ... . 


• i 


Time 


Sequence of Activities 


Mat$rlsils ' 4 — t 






■ — .. ' ) : 

C. (continued) 








3. 


Explain the job behaviors (see opposite) • 






9 

20 min. 


4. ' Individual task: 

a. Ask tjHjrnees to use the sample job 
b^el^viors of handout 1 as an example and 
prepare a list of job bjbhaviors for one of 
the duties of their job descriptions. 

b. Emphasize that they should list the 
behaviors for a slng/e duty. 

c. Allow 10 minutes for task. 

5. Discuss task with group by sampling a few 
lists. 

D. Defining Minimal Competency Levels 
1. Define "com'petijncy level." 








2. 


Read the proposed national counselor 
standard for counseling and treatment and 
discuss with group, using discussion points 
opposite. 


D2. Flip chart 1 , National 
Counselor Standard^ 






' 3. 


Read revised standard for counseling and 
treatment. * , 


( 




f 

1 


4. 


• 

Individual task: 

a. Ask trainees to write the minimum level 
of competency necessaf^ for their jobs. 

b. In this case the trainee must be the judge 
of his or her own competency, as his or 
her superior is not present. 


D4. Flip chart 2, Revised 
Standard 

■ [ '■ ' 




^Proposed National StMard for Alcoholism Counselors, final report submitted to NIAAA by Roy Littlcjohn 
Associates, Inc., Aug. 1974. ^ 
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Points for DIscuskion 



G. (continued) 



3. The job behaviors are the tasks required by a single sktll area of the overall job. In this case 
the single skill area being defined by the job behaviors js that of curriculum design. 



D. Defining Minimal Competency Levels 

1. A competency level answers the question: "How well must the individual be able to per- ^ 
/0rm the task In order to fulfill the job function and contribute to achlevihtt the oreaniza- 
tlonal goals?" ' ^ ^ 

2. A proposed national counseling and treatment standard^ for alcoholism counselors for 
counseling and treatment is "the ability to establish a genuine thec&pcutfcTfetattdnSlD Wth 
the client." ^ 7 

'J 

discussion points: 

" • What evidence would show that a genuine therapeutic relationship was established? 

• To whom need the evidence be shown? ^To the counselor? The agency director? The 
National Certification Board? The client himself? 

• It is important that the parties to whom performance is accountable agree In advance on 
an acceptable level of competency. 

3. A possible revised standard could bef "Demonstrates ability to establish a genuine thera- 
peutic relationship with clients by retaining 20 percent of first interview clients for at 
least two additional interviews over an 8-week period." 



'.i'J.i'.,^'.i.' 
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Time Sequence of Activities 



MateM^ 



D. (continued) 

k. 

. , 5. Discuss task with group, using discussion 
points opposite. ' r- 



2 min. E. Clo^g Remark^ 

1 . Sun^marlze session. 

2. Link to next session. 



\ ■ 
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Job Analysis 



Points for Otscussion 



\ 



\ D.' '(continued) ^ 

<■.. • 

5. Discussion points: 



■ i 



• How do minimum competency levels affect training need^? 

• What would happen to a training program if minjrhum competency levels were not 
>$tablished in advance? 

Closing Remarks 

1. In this session the trainees have taken an intensive look at the job, the behaviors, the 
level of competency necessary for the job, and how these tfbncepts relate to training needs. 

2. In the next conteht session the trainees ^vlH learn how to assess the individual's performance 
on the job. , . 
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Session 7 



Organizing [)e$ign Resource Grqups 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS^ 
(Handouts and 
references are found 
in the Participant 
Worl<book.) 



Participants will assessjheir strengths and weal<nesses in the six sl<ill areas of the design task, v 
Msing. a standard form. . . . /j / . i. . . 

By the end of this session, participants will have completed arid analyzed a Self-Assessment 
Guide covering the follpwing skills: ? 

1. Organization Needs Assessment. ,. 

2. |ob and Performance Artalysis 

3. Training Group Analysis 

4. Writing Learning Outcomes , 

5. Curriculum Building • ' . 

6. Evaluation and Feedback 

1 hour (includes /j-hour work session). .. 

Flip chart paper, tripod or masking tape, markers ' . \, 

• « ■ ■ 

Handout 1 , Self-Assessment Guide 

Reference 1 , Self-Assessment. Xask Instructions (for flip chart 1 ) . 
Reference 2, Formation of Resource Groups (for flip chart 2) 



PRIMARY METHODS: Lecture, small group discussion 



MEETING . 
ARRANGEMENTS: 



Drawing 6, Informal discussion setup 
Drawing 2, Workshop ^etMp* / , . 

(See "Illustrations of'^s^bs Meeting Arrangements" in section IV of this manual) 



Session 7 



Tifne Sequence of Activities 



3 mih. 



20 min. 



3 min. 



A. Opening Remarks 

State purpose of this session 4 



B. Small Group Taskr-Self- Assessment 

1 . Distribute handout 1 , Self-Assessment » 

Guide „ • 
% Discuss guide (see opposite) 



3. Divide trainees Into groups of three. 

4. Using flip chart 1 with task written out, 
Instruct trainees to: 



i a. assess their strengths and weaknesses In 
each of tKe six areas and 



.^\A). share with their colleagues their self -ratings 
and the reasons for them. 



C. 



^Design task Resource Groups 
1 . Reconvene participant*. 
.2. " Explain need for resource groups. 



;B1. Handout 1, Self: 
.Assessment Guide 



84. Reference 1 , Self- 
Assessment Task In- 
structions (for flip 
chart 1) 



\ 



4. 



Using flip chart 2, Instruct trainees that In 
the work period follo>ylng they are to: 

a. talk With each other and form groups of 
three or four persons and 

b. choose resource groups by the beginrting 
of the next session. 

Point out to the trainees that It will be to 
thdr advantage to have a balance of strengths 
In as many of the design areas as possible. 

.2 mm. D. Closing Remarks 

1. ' Link to next session. 

2. Restate time when resource groups must be 
formed. 

3. Request trainees to bring their TEPG 
packages to next content session. 

4. Provide 30 minutes fop a work session. 

56 . ♦ ' fr - 



C3. Refdllbnce 2, Formation 
of Resource Groups 
(for flip chart 2) 



r 




A. Opening Remarks 



The purpose of this session is^o up trainee resource groups that can assist their members in 
the completion of theif design taslcs. * 

B. Small Group Task-Self-Assessment " . 

' ■■ ■ 

2. The Self-Assessment Ciuide is designed as an aid in analyzing personal strengths and weak- 
nesses in the planning skills outlined in the TEPG. * 



C. Design Task Resource Groups '"^ 

2. The resource groups are formed to provide trainees with help from other trainees with 
complementary skills. No trainee will be strong in all areas of planning, but It should be 
possible to assembje a group that has several of the sklM^epresented amortg Its members. 

3. A design task work period follows thisjsesslon, during whlch.partlclpants will have a chance 
to form resource groups. 



D. Closing Remarks 

1. The next session Is a work period. 

2. Resource groups must be formed by the beginning of the next content/^esslon. 



v. 
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Session 6r ^ Performance A nalyslsl—ln trod action 



GQAtS/OttJECTIVES: Participants will krfow the purpose of performance analysis within a, training context. 



TIME REQUIRED: 

V 

EQUIPMENT: 



By the end of the session participants will be able. to describe the basic.process of performance 
analysis. 

hour ' , . 

Flip chart paper, tripod or masking tape, markers' f 



■MATERIALS: . ' Reference 1 , Steps in Performance Analysis (for flip chart 1 ) 
iSreVar^fijnd ^' "^^^'"'"8 Event Planning Guide (see session 3) 

in the Participant Handout I, Flowchart . j 
Workbook.) 



Handout 2, Quick Reference Checklist 
■ Reference 3, Problem Factors (for flip c^art 1) 

PRIMARY METHODS: lecture, -group discussion, question and answer 



MEETING - 

ARRANGEMENTS: Drawing 6, Informal Discussion setup .. <f- ■ 

(See "Illustrations of Various Meeting Aj^/angoments" in section IV of this manual.) ' 



/ 



ERIC . 



59 



Session 8 



5 min. 



Time Sequence of Activities 



A. Opening Remarks 4 

1 . State purpose of this session. 

2. Relate session to overall needs assessment 
process. 

a. Organization Need Analysis 
, * b. job Analysis 

c. Performance Analysis 




10mln. B. Performance Analysis Steps 

1 . Review steps In performance analysis and 
give an example of each. 



2. Asl< trainees to take out their copils of the 
TEPG and point out that pages 13-16 cover 
performance analysis. 



B1 . Reference 1 , Steps In 
Performance Analysis 
(for flip chart 1 ) 

82. Reference 2, Training 
Event Planning Guide 



^> 10 min. C. Application of Mager's Analyzing Performance , 

Problems.^ 

1. Refer participants to handout 1. P- Handout 1, Flow Chart 

2. Relate performance analysis steps to 

' questions in handout 1 . v 



Using reference 3, review possible causes C3. Reference 3, Problem 

of organizational problems on flip Factors (for flip 

chart 2. chart 2) 




Perfqrmmde Analysis I— Introduction 



Points for miscusslon 



A. Opening Remarks 

1 , Tiie purpose of tills sesslorf Is to Introdupe the trainees to the concept of performance anJilysls- 
the process of examining behavior In term^ of standards of performance. 

2. This session outlines the third stage of the needs assessment procedure: 

a. The trainees have now had experience In Identifying Jhe goals of the organization and 
relating training needs to these goals. 

b. They have also practiced writing specific job descriptions and determining minimum 
levels of competency for those jobs. 

c. The next step is to develop a means of analyzing the performance of the people in the 
jobs to determine whether training Is necessary In order to meet performance standards 
and thus accomplish goals. 

B. Performance Analysis Steps 

1. See reference 1 for four steps in performance analysis. , . 



2. The steps In performance analysis are sp^lled out In the TEPG as follows: 



a. Step 1 (identlfV workers whose performance will be analyzed) and step 2 (Identify be- 
havior and knowledge that will be analyzed) are covered on page 13. 

b. Step 3 (design method to collect necessrfry data) is covered on pages 14-15. 

c. Step 4 (analyze data and identify )iature of problem) Is covered on page 16. 
C. Application of IVIager Book on Performance Analysis 



The steps just examined are covered in the bpok by Mager and Pipe, Analyzing Performance ' 
Problems. ' ^ 

a. The flow chart reproduced |n handout 1 summarizes the analysis process (see Participant 
Workbook, p. 44). ^ 

.b. The checklist in Participant Workbook, pages 45-47, handout 2 provides a guide to carry- 
ing out the process. ' 

Training is not always the answer to an organizational problem. Mager and Pipe point out 
that a performance problem may be the result of: 

a. a knowledge/skill gap, 

b. an external force, or 

c. an internal force. 
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Session 8^ 



TIrrw SiBquence of Activities 



Materials 



C. (contlrnj|Bd) 

4. Ask trainees to suggest possible solutions 
to these problems; elicit responsei^ listed 
opposite.>^ • ■ 



5 min. 



D. 



5. Refer participants to Handout 2. 

) • ■ 

a. Walic through and explain Mager's Quick 
Reference Checklist. 

b. Answer questions after each issue. 

c. Recommend reading /4/7(7/y///7i/ /'er/brw- 
ance Problems. ♦ . 

Closing Remarks 

1 . Review content of this infrodilctory session 

2. Link to next sessions^n data colltictlon. 



C5. Handout 2, Quick- 
Reference Checklist 



' Mager, R.F., and Pipe, P. Analyzing Performance 
Problems. Belmont, Calif.: Fearon Publishers, Inc. 
1972. 
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■ ........ ; J . - • v^: /- 

Performance Analysis l-^lntro^uciion 



Points for Dkcusslon \ 

^"■<^ . ' I ,1 ' 



C. (continued) . 

4. Points to elicit: , ii I 

? , • , • > ' , ' 

• An external force can be addresseci^y administrative action. 

• An Interhal force could be a p^rSbijal probl^ and require a counseling solution. 
A knowledge/sWl^ap may be addressed by training, either: 

a. witii a program\Avithin\he agency, *^ . ! 

b. wltfi an external^program, , ' 

c. with an inservlee group training program,' Or ^ 

d. witii one-to-one training. 



"^D, Closing Remarl<s . • ^ 

\ 1. In this session the purpose and metliod of performance analysis have been examined. 
2. In the next tWo sessions methods of collecting data fpr the analysis will be studied. 



o 
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Session 9 " Performahce Analysis 11-^^ 



GOALS/OBIECTlVES; 



TIME REQUIRED: 
EQUIPMENT: 

» 

MATERIALS: 
(Handouts and 
references are fpund 
In the Particip^ 
Wbrkbook.) 




Participants will knbw the four areas to be considered when constructing questions for a 
questionnaire or standardized intervi<Jw when a performance ana^ly^is is being donp. 

By the end of the session participants will have artalyzed a sample questionnaire and evaluated 
it by examining these four factors: . ■ 

1. form of response/ , ' 

2. place' of ^question in overall sequence, 

3. the wording of the question/and 
4*. the Content of the question. 

1 hour ^ 
Flip chart paper, tripod or masking tape, markers 

Handout 1 , Guide to the Construpiion of Questionnaires ^ 
Handout 2, Suj^y of Work Plans of Young People 
Handout 3, Te^cHer Interview Questionnaire 
Handout 4, NGAE Questionnaire 

Reference 1, Steps in Questionnaire Construction (for flip chart 1) (under B1 Points for 
piscu^iion) , 

Reference 2, Factors in^Questionnaire Construction (foj^flip chart 2) (under B2 Points for 
Discussion) 



PRIMARY IV^^THODS: ; Lecture, small group activity, l^rge group discussion 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal dlscussfon setup 
Drawing 2, Workshop setup; , 

(See ^'Illustrations of Various Meeting Afrangemcnts** in sectiori* IV of this manual.) 
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Session 9 



Time SequenpG of Activities 



4 



Matieridls 



5 min. A. Open^ing Remarks ' ; 

^ SjJite purpose of session. 



15 min. B. . Questionnaire Constructiorl 

. 1. Review steps of questionnaire construction, 
using reference 1 to draw up flip chart 1 . 



B1. Reference 1, Steps In 
in Questionnaire 
Construction (for 
flip chart. 1) 




■ • « ■ 



2. Present factdrs to be considered ih writing 
questions, using reference 2 to draw up flip 
chart 2. 



Reference 2, Factors In 
Questionnaire Con- 
struction (for flip 
chart 2) 



3. Refer participants to handouts 1 and 2. 



Review the factors presented in handout 1 
to be considered in writing questions, using 
handout 2 a^ illustration of the right way- ' 

Refer participants to handout 3. . 



B3. Handout 1, Guide to 
the Construction of 
Questionnaires 

Handout 2, Survey of 
Work Plans of Young 
People 



B5. Handout 3, Teacher 
interviiew Question^ 



naire 
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Performance Analysis Il—Questhnhaire 

: — : 



Points for Discussion 

• • ' — I ' — : — ^ '. . 



V 7 ■ ' — 

A. Opening Remarks ' ' \ 

In order to analyze performance^ as discussed in the previous session^ it is necessary to collect 
data on performance. The purpose of this session is to examine one of the most frequently used 
methods of data collection, the questionnaire. ' 

B. ^Questionnaire Construction 

V 1 . The steps in constructing a questionnaire. are to: 



a. determine what information the questionnaire should be designed to elicit; 

b. Identify who will be filling out the questionnaire; 

c. develop a first draft, taking a and b into consideration ; , 

d. revise the first draft; ^ 

• e. pretest the questionnaire and then edit it on the basis of that pretfest (The pretes( pro- 
vides an opportunity for discovering the practical errors the questionnaire mayHiave. 
This step should never be left out.); and 

f . review the procedures as stated to eliminate any ambiguities in the instructions or wording 
of questions. 

2. Four factors should be considered when writing questions: 



a. the form of the response, 

b. the place of the question In the overall sequence, 

c. the wording of the question, and 

d. its c6ntent. 
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Session 9 

Time Sequence of Activities 



— I 
M4teFiai$ 



B, (continued) 

(6. Point ouferrors made In construction of' 
iiandout 3 (see opposite). , Discuss llow to 
improve question 6. 



20 min. C. Small Group Activlty-Ouestlonnaire Evaluation 

1. Refer participants to iiandoMt 4, NCAE , 
Questionnaire. * fi 

2. Instruct tralnfees to divide Into resource 
groups. 

3. Assign eacir resource group ^ single principle 
of writing a good questionnaire (form, 
sequence, wording, or content). 

4. Asl< eJich resource group to Identify good 
and bad examples In iiandout 4 of tiie 
construction principle assigned. 

ISmln. D. Large Group Discussion-Questionnaire Evaluation 

1. Reconvene participants. 

2. Ask a member of eacii resource group to 
present Its examples. 

4 3. Discuss each example with foil group. 

5 min. E. Closing Remarks 

1. Summarize session. 

2. Link to next session. 



CI, Handout 4, NCAE 
Questionnaire 
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Performance Anai^^^^^^ 



P6lht^ for Discussion 



5 (continued) ♦ V 

i 6. Errors of construction in Teaclier Intervjew Questionnaire: 



a. Paragraph 2 of Introduction-ambiguous wording 

b. Questipn 2-unciear ■ ' ] 
' • c. Question 2B— too broad 

d- Question 7— too open-ended 

e. All of the errors could have been discovered with a pretest and elinriinated before the 
questionnaire was used. 

/ ■ . ■ ' ' . 

Question 6 could be improved by protecting the respondent's ego, asking, "Do you happen' 

to know?'' rather than, *'Do you know?'' or by qualifying the question first: "Some people 

\ feel this way, some that. How do you feel?" Ask for positive comments first or pose the 

question as a hypothetical^ situation to make the respondent comfortable. 

C. Small Group Activityl-Questionnaire Evaluation . - 

There are no discussibn points for this section. 



D. Large Group Discussion— Questiomiaire Evaluation 
There are no discussion points for this section. 



; E. Closing Remarks 

1 . The quality of data collected is only as good as the quality o^the instrumeiit used in collecting. 

2. In the next session a more direct method of collecting data-the interview— wllf be examined. 
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SessrionlO Performance Analysis III— Interviewing 



GOALS/OBJECTIVES: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handout^ncJ 
references ire found . 
in the'Participant 
Workbook/'except 
handouts 2, 8, and 9 
In Section IV Of 
this manual) 



Tl|ie |[oal of this session is to familiarize the participants with t|^e process of planning an 
interview. ^ " ' ^ . 

Participants will demonstrate this tamlliarity by developing a plan for a role-play interview 
which takes into account factors specified in handout 3 of this session: 

1. interview obioctive($), > ' 

~^rtopics which need to be covered, * a 

3. wording and sequencing of questions, , , 

4. interview introduction^...^ ' '\ - / ' V. 

5. setting and atmosphere, and \ '^f 

6. interview style: 



labours 

Flip chart papier, tripod or masking tape, markers, watch or clock with second hand 

Handout 1, The Secretary's Hold Button > . 

Handout 2, Secretary's ftol§ '\ ^ ^ . ' 

Handout 3, The Interview ^ " ^ 

Handout 4, Interview Checkllsl ;• 
Handout 5, The Antabuse Problem 
Handout 6, The Recordkeeping Problem 
Handout 7, Interview planning Guide 
Handout 8, Senior Counselor's Role 

Handout 9, The Repordkoeping Problem: The Director's Role 




PRIMARY. METHODS: LcctOrc, role playing, large group discussion 



N^EETINQ 
ARRANGEMENTS: 



Drawing 6, Informal discussion setup arid two separate planning-areas 

•■ . . * ' 

(Sec "lllustratioiis of Various Meeting Arrangements" in section IV of this manual.) 



■'2/ 
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SeksionlO 



ii inm i'ii 



"■/■■ 



lifhi^ SeqUeiice of Activities 



Materials 



3 min. 



5 min. 



5 mln,^ 
15 min. 



A, Preliminary. \ i / 

Pdvately requestVolunteers for the first role^ 
play, explaining that they Wll| act out brief "^'^ 
"parts" before the group. 

PV Opening Remarks 

State purpose of |he session. 



C. Role Play I 

la. Refer group to handout 



b, Ffefer the volunteer for tl)e secretary's 
rol6 to handout 2« 



2. Set up role play: 

a. pescHbe role play. 



b. Ask role players to sit in middle of group. 

^ c. Give trainees a few min Jtes to read the 
problem statement. 

d. Announce 3-minute limjit on role play. 

'I 

3. Rolfe play takes place. I 

4. Read handout 2 to entire group. ^ 

5. Analyze role play with group (see opposite). 



CI a. Handout 1 , The Secre- 
tary's Holcj Buttqn 

Clb- Handout 2, Secretary's 
f^ole (Prepare one copy 
before beginning of 
session) 



10 min. D. Lecture-The Interview 

1. Distribute handout 3, The Interview. 

2. Explain. that trainees need not take notes as 
the handout contains ^11 the materi?!. 



Dl. Handout 3, The Inter- 

' view 
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Performance Analy$is^lll— Interviewing 



Poihts for Discussiori ^ 

^ 7-^ _ __ ^ . . ^ V ' ■ > • 

A. PrelinfYinary ,v ^ / . ^ 

t There are no discussion point^'fw this section. ^ 

b.' V Opening Remarks. . . . - " " . ' • • 

,, The purpose of this session is to introduce trainees to some of tlie dy;namlcs of irttervlewln'g and • -J v 
to ^e tliem some practice! by means of particlpj^ting^ In r(^e playing. . ' ^ v 

a ,Rol9/piayl 
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2a. In the following exercise, two trafiiefesVilCerfact (role play) an interview held to determine 
^ the cause of a performance problem. One trainee wMI play the intervtewer, who is trying to 
discover the reason for a st^ff prqblem, apd the other trainee will play the part of the secre- 
tary, who is reacting to a fear he or §he does not realize he or she has. . 



' i . ' ^rr- ^ 

^ 5. Begin the analysis by askingnhe.role players to tell the group how the>^ feft*dtjring th^ rofe^ 
\ play. This is very important, as it gives^ th^ players a chance to release any hostility that may 

. f have arisen in the course of the role play. Then, ask fhe ^oup wfiat they saw happing a#frt^ 

what they think were the reasfons for the ^ords and actions of the two rol^ playersy 

Use the role play to point up the need for a trainer to prepare for an interview and the 
importanceof attitude and language, i.e., interviewing "style." ^ 

D. Le^cture— The Interview / ^ . o ^ - 



X 



If 
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session 10 < n 



Sequence of Activities Materials 



D. (continued) 

3. Deliver lecture, coverh^ points on opposite 
page. -J 



; 4. Refdr participants to handout 4 and explain. 

50 min. , E. \ Role Inlays 1 1 ahd I I I 

Iv. Divide trainees into two gfoups. 
2jiv ' Refer group A to handout 5. 

3. Refer^Group B to handout 6. 



Refer all to handout 7. 



I 



7. 



Instruct e^ch group to: f v, 

a. pick one^group mfember'^to phy role of 
interviewer, - 

b. use handout 7 to plan a 6-minute inter- 
viev^^that wjll uncoVfer the source of the , 
performaace problem. ^ ^ ' 

Explain thaf when planning is conlplcitpd, each 
group will select an individual from the opposite 
group to play the part of the interviewer for 
the interview they have planned. 

Allow planning time. 



D4» Handout 4/ Interview ' 
Checklist 



/ 



£2. Handout 5, Antabuse 
Problem 

E3. Handout 6; The 
^ Recordkeeping Prob- 
lem Statement 

E4; Handout 7, Interview 
Planning Guide ^ 



V 



Performance Ar^alysls IH-^lnterviewing 

frf — ■ ' :. — — ■ - V" !■ 

Points for Discussion ^ # 



9<. 



dI (continued) |f ■ 

3. Points for the interview: 

a. Types of Interviews 

• Standardized interview 

• non$tandardized l^itervlew * 

b. Interview Process 

J. / (1) Determine your objective. 

(2) Select the areas you need to cover to achieve your objective. 

(3) Arrange these areas In a logical sequence. 

(4) Plan your introduction. ' 

c. Interview Atmosphere 

• : Seating arrangenf^ent ^ 

• Personal style ? - 

4. Handout 4 Is a checklist that covers the points made In the preceding lecture. This checklist 
Is provided fof the trainees use both In their own back-home training situatlort and In the 
role-play Interviews that follow. ,0 

E. Role Plays II and III ^ ^ 

There are no (discussion points for this section. 



V ■ 
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$0$$ion 10 



Time Sequence oi Activities 



Materials 



E. (continued) 



8, 



9. 



Set up role play: 

a. Reconvene full session. 

b. Explain the two options for conducting the 
role play: 

(1) Noncoached-lntervtew will conduct whole 
role play without assistance from group. 

(2) Coached— trainer will interrupt role 
play at periodic intervals so that group . 
can coach interviewer. 

c. Announce time restrictions: 

(1) Six minutesfor each role play. 

(2) Coaching breaks every 2 minutes. 
Role Play II 

, a. Ask group A to select ihte'rviewer from 
group B. 



b. Give interviewer a copy of handout 8. 



20 min. 



c. While interviewer reads role, check whether 
group A wants to coach interviewer. 

d. Read handout 4, Antabuse, to full group. 

e. Commence role play, breaking for 
coaching if desired. 

10. Role play III works the same as role play 
II, with groups reversed and new problem, 
handout 9., 

Role-Play Analysis , 



1 



2. 



Lead general discussion of both role plays, 
again asking how each player felt andem- 
pha^^ing points made in lecture. 

Specific analysis of problems: 

a. Ask interviewer A to state what he or she 
believed was the problem. 

b. Ask interviewee to read hlfor her role. 

c. Repeat for group B. 

d. Discuss. j 



E9b. Handout 8, Senior 
X^ounselor's Role ^Pre 
pare one copy before 
^ginning of sesslan) 



E10. Handout 9, The 

Director's Role (Pre- 
pare one copy before 
beginning of session) 
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Performance A na lysis III— Inters/ ie wim 



Points for Discussion 



E. (continued)* 



F. Role-Play AnalysisX 



There are \io discuysion points for this section. 
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Time Sequence of Activities 



l\/laterials 



2 min. 



F. (contlrtufed) 

3. Ask each group to state what objectives had 
been set forth in Its Interview Planning Guide. 

G. Closing Reiparks 

. 1. Summarize performance analysis sessions. 
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2. Link to next session. 
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7.^ 



Points for Discussion 



F. (continued) 



/ 



G. u Closing Remarks 

1 . In the past tiire© sessions tiie subject of perfor»<iance analyslsJhas bieep explored, first in a 
general way and next by looking at two ways ^f gathering dala^^p^ermine training needs. 

2. Iti the next session participants will learn how to looks^tjxaming needs for art entire group: 



f 
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Sessidn11 ' 



Training Group Anaiysi$ 



'GOALS/OBjECTlVES;. 



TIME REQUIRED: 

EQUIPMENT: 

f MATERIALS:,, 
(HandouWand 
references are^^found 
in the Participant 
Workbook.) 



The goal of this session Is to familiarize participants with the different bases for selecting training 
groups. ' 

Partlcipant^'will demonstr^e their understanding of this by applying specified selection criteria 
for building sample training groups; • 

1 . common need of learners^ 

2. common interest of learners, 

3. mixed or shafedcharacteristfcs, and ' ' 

4. time and Resource constraints^ ' - * 



1^2 hours (include 30-mii)ute work session) 

Flip chart^papor, tripod or masking tape, markers 

Handout 1, Job Descriptions 

Reference 1, Selection Criteria (for flip chart 1) 

Reference 2, Examples of Common Need 



PRIMARY METHODS: Lecture, small group activity, large group discussjion 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal Discussion setup 
Drawing 2, Worl<shop setup 

(See 'Illustrations of Various Meeting Arrangements'' In section IV of this manual.) 
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Session 11 



( Time Sequence pf Activities 



MatoriQis 



2m}n. A. Opening l^pmarks 

State purpose of this session. V 

•t 

• ^ , / 

10 min. B. Ucture and Discussipn-Training Group 
Gomposition 

1 . Using reference 1 , make flip chart 1 to review 
selection criteria (see opposite). 

^ a. Explain common need basis and illustrate 
witii reference 2. 



B1 . Reference 1 , Selection 
Cflteria (for flip chart 
1) 

Bla. Reference 2, Examples 
of Common Need 



b. Elicit teaching points opposite. 



30 min. G. 



c. Learner attitude. 

d. Time and resource constraints. 

Small Group Task-Training Group Composition 

1 . Refer Trainees to handout 1 , Job Descriptions 

2. I Describe task (see opposite). 



CI. Handout 1, Job 
Descriptions 



\ 3. Instrijct participants to; 

a. Use pages 20 through 26 of the TEPG as a 
guide in the task. 

b. Road lumdout 1. 

' c. Select a description and join others worl^Jng 
on. that descriptron. (Mal<e sure all three 
jobs are worl<ed on.) 
d. Select a group reporter to report to the 
whole group later. 



\ 
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Points for Discussion 



Trainlpg Graup Analysis 



A. Opening Remarks " - 

The purpose of this session Is to provide trainees With criteria for determining the composition of 
training groups. 

B. Lecture and Discussion-Training Group Composition 

1. Selection of training groups can be determined In a number of different ways: 

^ 

a. Groups may be assembled on the basis of common need~a\[ participants might have need 
for a certain skill in training or might need help in becoming more open in a counseling 
situation. Common need Is the most usual basis for selecting a training group. 

b. The group may be selected on the basis of shared or mixed characteristics, siich as age 
group, economic background, or educaitional leVel. Mixing group characteristics has both 
advantages and disadvantages. < 

Teaching points: 



• Mixed age group: the exposure to breadth of experience versus possible role conflict. 

• Mixed. sociocultutX group: the opportunity for improving mutual understanding 
versus difficulty in communication. 

• Mixed training/educational experience: the opportunity for peer teaching versus^-the 
possible adverse effect of oversimplified material upon sophisticated participants. ^ 

c. VThe learners must all be ready and willing to learn. 

d. All learners should have the same amount of time available and similar resources. 
Small Group Task-Training Group Composition ■ ■< . 



The task is to identify specific criteria appropriate for bulfding a trainee groUp for one of 
the jobs described. It is assumed for the purpose of tliis task that there is a good-sized pool 
of candidates available for the training. The object is to use selection criteria presented 
earlier as a basis for choosing the best possible trainee group with which to injtiate a training 
progranj. t' ' . ' ' 
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l>i> 1 ' j , ' ■ ' ■ i j ' M ' ■ i ' M i ' I * '* 

Time S0quence of Activities 



ISmln. D. Large Group Discussion-Report on Tasl^ 

1. Rfeconvej^e participants. , 

2. Asl< each group reporter to present the 
selection criteria Identified by Wjs or her 
group for choosing training group members. 

3. Encourage reaction and discussion following 
each presentation. 

2)fnin. E. aosing Rernari<K . 

1 . Review selection criteria, emphasizing 
common need. 



2. Link to next session. 



3. Provide 30 minutes for a worl< session. 




Training Group Analysis \ 

— —. — ; „: , 



Points for Discussion 



D. Large? Group Discussion-Report on Tasks 
There are no discussion points for this section. 



E. Closing Remarks ^ 

1 . Four criteria for selecting training groups have been examined in this session: 

a. common need, the most important criterion; 

b. shared or mixed cffaracteristics; « 

c. learner attitude; and ^ 
d- time and resource constraints. 

2. Whenever possible trainees should adapit the criteria to select or analyze their training groups. 
In the work session that follo\ys trainees will apply the criteria to selecting a group for their 
design task. - 




Session 12 



In St rue tiona I Qbjectivds 



GOALS/O^CTIVES: 



T 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handout is , 
found in the 
Participant 
Workbook.) 



Participants will refine ^nd improve existing knowledge and skills necessary to distinguish 
between correctly stated and incorrectly stated Instructional objectives. : 

At the end of the session participants will bc.^blo to discriminate among objectives which 
do/do not rneet these requirenrients: 

1 . State terminal behavior.. 

2. Include performance conditions. 

3. Give criteria for acceptable performance. 

1 hour . 



Flip chart paper, tripod or masking tape, markers 

Handout 1, SelfTest (Source! R. F. Mager (Belmont, Cali^: Fearon Publishers) Prepar/ng] 
Instructional Objectlyes,) 



PRIMARY METHODS: Lecture, individual task, large gA)up d 



iscussion 



MEETING 
ARRANGEMENTS: 



Drawings, Classroom setup 

(See 'Illustrations of Various Meeting Arrangements", ia section IV of this manual.) 



Sesition 12^, 



Time SequQilce of Activities 



Materials 



3 min. nA. Opetilnjg Rerjiarks * 

State purpose of this session. 



30mln. B. Lecture-Instructional Ob jeietlves 
1. Introduction 

a. Definition of Instructlanal objective. 



f. Example-Clvll War hisjtory project. 



\ 



3. Relatfonshlp between goal and instructional 
objective. 



4. Components of a properly stated objective 
include a statement of: 

a. terminal behavior, 
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B2 



Points for Discu^$i6ri " 



f 



< y ^ " 



" ' O^enliji^ Remarks 



The purpose 5f this session i$ to give trainees Intensive practice In recdgnizlng and evaluatlna 
Instructional objectives. « ' ,.ss««s,p^^ ; , ; . . 

B, Lecture-lpstructlonal Objecflves ' " .4;; , . - . . 

1. • jmroductlon * ' / ' ' ' ■ . . . --h, . . 

a. An Instructional 6bj(?ctlvp Is a specific learning outcome that the. trainer wishes the " 
* trainee to achieve. LJke the goal studied earlier, the instructional objective must identify 



what the acceptable behavior Is, how it can be measured, and when it will be accomplished 
. satisf^ct9rily. ^ _ r . ' ,; . • „ 

2. JEx*Smple-Clvil War history .project • ' - - -^/i^ 

^ a. A tpacher was asklid to periForhi a task wfth what seemed like a felear objectlve-to teaChL; ' 
. immigrants enough Qvil War history to adfew them to pass the naturalization test, "l;^^'^ 
^ b. The teafcher decldei^tlifat when the'immigrants coUld pas^'isi i|Utz o,n thistibject, the gQjjil 
would be acWeved. The quiz included information kpo^vn to be includediin Ae^nat*j,ralH' 
zation test. Three of the quiz item$^ere: - , .1^' 

^(1) Select the names of fiVe ejyil War generals from a list of pl-oper names. * 

; (2) Name two sbcial, political, or economic causes of the Civil War. 

(3), Name and lolSte on a map four famous battles. V' \1 . > • 

c. However, having established this rneaifs of assessing the students' knowledge, the teach&r . 
had not specified the criteria for \ correctly written instructional objective: * ' " 

(1 ) How many correct answers were the^ftudonts required to give for each Item?. Did 
they have to know all the answers?,. r ' " " . v 

, (2) Under what conditions were the answers to be given? Were the students allowed ty . 
bring a textbook to the quilt?'. » ' ' f • 't* • « 

(Bfl What amoljnt of time werefthe students allowed to answer the questions? Several 
hours? Several weeks? ^ ' , 

3. A goal is a more inclusive statement than an instructional obiective. OfnVor more dbjectWes 
Wiay be derived from a broad-gOal. Both goals and'objettives may contain the^same com- ' 
ponents. Often goal statements do not include all three components. X^'!^* . 

4. A Cbrrj^ctly stated objective does the fplloWing: '\ ■ ■• - ' i.- 

a. Identifies terminal behavior, Alstaternent of an objective isAisefuf onll'lo.fhfe extent that 
it specifies wh^t th^earner miist be able to or perforn|fehen he onrf^ is/lemonstrat- 
ing his or her hiastery of the objective. Xhis specific behavior must be Observable. The 
most important characteristic .of a usiful obiecti\^c is that it identifies -tK^ kih^l of per^ / 
formance th^ wi|l be ac<;epted as evidence that the learner has achieved the objettive. 
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'V/me J^ '-^eqfuenc© of />ictiv1tles ; / 



B4. (continued) 

b, p^Vfofmance conditipni,;;;^ind 




i/laterkis ^ ' . , 



♦A 



A. 



1- 



^ ^ ' ' ~ t. criteria f<>n. acceptable performance. 



J' A ^ ) i 

^ *r.y^ ^ 25, mi 



c. 



Self'Test-Analyzing Instructional Objectives 

1 . Distribute h^dout 1 contalhlrTg,Setfr 

2. ' Instruct traljjees to: 



CI. Handout f, Preparing " 
4nstru6tlonal Objec- 
tlves, Self -Test ' , \, 



atiswe^^ test fiiuestion^antj. .. 
' '. discuss answers With neighbors when 
complet^/ ' , .y . , 

■"^ 3. Discuss t«!Stvt|uestions and r'esults with groij^p^ 
^' Emphasize'ihe three components- of a good 

- ' mstructiohat objective. . ° 

imin. 0. Globing R6mafks^; ' 

. *K ^ , Summarize ^iscussion of insjructional- 
objettives.' - ' 

'2. Link td next session. 



v.. \ 
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^ '■' ln$tmtional Objectives 



. Points hr Dli^cussion 



B4. (continued) ^ 



. b. States performance conditions^ Terminal behavior must be defined further by stating the 

if * conditions Imposed upon the learner >vhen he or she Is demonstrating mastery of the 

objective. Exampjes of such conditions are: * 

* (1) given a Hst of counseling terms, or 

(1\ vvlthoiit the use of a dictionary, or - — . . 

(3) with a standard set of tools, or A . ^ 

(4) carrying a 40-pound pack. 

' c. States criteria for acceptable performance. It is necessary to specify at least the minimum ' 
acceptable performance for each objective In order to have a performance standard against 
Which to measure the achievement of the objective. When teaching results cannot be 
/ev^Hated, the teacher Is In the awkward position of being unable to demonstrate that 
/ b6 or she Is teaching anything at att.' - '■ ^ ^ . 

,C. Self-Test-Analyzing Instructional Objectives . 
There are no discussion points for this section. 

• ' »• 



D. Closing Remarks \ 

1 . Once the goal is defined and the objective specified, the job of training is well on its way to 
completipn. ^ f 

* 2. The next|tep is to feel^ct those learning activities that will satisfy the objectives and achieve 
the goal. The kinds of activities appropriate for achieving instriittional objectives for adult 
learners will* be examined in the next session. 
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Session 13 



Adult ietmning Theory . 



GOALS/OBJECTIVPSj the goals of this sossiop are to: 

, 1 . expand the participants' knowledge of tho'theSi|y of adult learning and 

2. facilitate the participants' self-assessments of their own tendencies to foster or frustrate 
adult learning. 

By the end of the session participants will be able tb: 

1. name the four characteristics of adult learning and 

2. cite exanr)ples of learning activities that conr^ply with the four characteristics. 



TIME REQUIRBPt 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references arc fouqd 
In the Participant \ 
Workbook.) 



1 /a hours 

Flip chart pa^lnytrlpod, nr)asklng tape, markers 

Hlpdout 1, Self-Diagnostic Work Sheet 
Uqference 1, Discussion Questions (for flip chart 1) 



PRlMAflY METHOPIf Ucture, brainstorming, individual exerclse,j/[nall group discunfiPHi P^nol discussion 




MEETING 
ARRANGEMENTS: 



Drawing 6, .Informal discussion setup 
Drawing 2, Workshop setup 

(See 'Illustrations of Various Meeting Arrangements" in sectipp ) V of this manual.) 
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Sehlon 13 

: 



Time Sequence of Activities 




lOmjn. 



A. Opening Remarks . \ 
1 . State purpose of this sessions 



B. Brainstorming Exercise-Characteristics of Adult 

Learning ' , 

1 . Request trainees to give as many characteris- 
tics as they can think of, using^the questloni 
listed opposite as starters. ( ^ 



Materials 



1 



lOmin. 



2. Record all contributions on blank flip 
charts. . 

Lecture-The Four Characteristics of Adult 
Learners 

1 . Make lecture points opposite. 



B2. Blank flip charts 



/ 

25 min. D. Individual ExercrscTT^Sel^t^lagnosis 
1. 
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F efer participjints tp' handout 1 , Self- 
l ilagnostlc Work Sheet. 

ijnstruct trainees to: 

fill out work sheet and 

turn to a person next to them and 
discuss what they do that accommodates 
these four characteristics. 

Ask trainees to comment on most, effective 
and l^ast effective techniques the^ heard 
discussed. ' . . 



f 



^8? 



D1. Handout 1 , Self- 
Diagnostic Work Sheet 



Adult Learliing Theory 



Points for Discussion 




A. Opening Remarks 

1 . The purpose of this session is to introduce the trainees to the basic theories of adult education. 

2. ' Adult education theories are based on research findings and to a degree on certain assump-. 

tions about the nature of man and the process of human development. A basic principle is 
that differences between adu(ts are great and must be taken into account in training. 

B. Brain^orming Exercise— Characteristics of Adult Learning 

1 . Starter questions for brainstorming: 

• Do all adults learn the same way? What are^he differences? 

• Do children and adults learn the same way? What are the differences? 

• What are some of the ways adults becojtne frustrated in learning? 



C Lecture— The Four Characteristics of Adult Learners 

1 . Adult learning differs from nonadult learning in the following ways: 

a. Difference in self-concept: 

(1 ) A child is a dependent person at birth, but as he or she matures he or she becomes 
' more autonomous; 

{2) Each adult is at a different stage of autonomy ; 

(3) Adults identify themselves by their differences from others. 

b. Difference in accumulated experience: Adults have a broader base of experience upon 
which to draw and to share with others. 

c. Difference in readiness to learn: Adults seek to learn what they have identified as 
.1 . important rather than what others deem important. 

d. Difference in time perspective: 

(1 ) Adult learning stresses immediacy of application and ^ 

(2) Adult orientation to learning is proWem-centered/not subject-cdnteredr-^ — 
D, . Individual Exercise— Self-Diagnosis 

T^here are no discussjon points for this section. . ^ - ^ 



7 



95 



ERIC 



■88 



Session 13 



Time Sequence of Activities 



Materials 



10 min. Ei - Lecture-Adult. Uafnlng Activities 
1. Make lecture points opposite. 



2<>mln. F. Small Group Actlvlty-Adult Uarnln^ 
Discussion 

1 . Divide trainees into three groups. 

2. Instruct trainees to discuss topics listed 
opposite. 



F2. Reference 1, pjscusslon 
Questions (for flip 
chart 1) ^ _J 



fo min. 



2 min. 



3. Instruct groups to select' a representative 
to be a panel member in the discussion 
following. 

G. Panel Disqusslon 

1. Reconvene participants. 

2. Direct panel men^bers to sit at the front of 
the group. 

3. Lead discussion.cenfered around qyfestion; 
What areas did Vour group discuss? 

H. Closing Remarks 

1 . Summarize eVents of the session. 

* a. Fdur principles of adult learning. 

b. St^iall group discussion of methods of 
using the four pclnclples. 

2, Link to next sess^ron. 
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Adult Learning Heory[ 



Points for DiStussiofi 



T 

,Lectiire-^du|t Leaning Activities 
. 1.' Adult le^nin^ activities must be: 

a. Self-directed. Design the activity so the learner can be Involved directly in conductlrii 
the learning expe^ence. 

b. Problem-centered. Make the activity applicabl^to the learner's needs, as deterhtlncd by 
^ a needs assessment. Have.activltles bear on interests and problems of ^e learner. 

c Experienced-based. Design adtivities around the group's individual or shared experiences 
and backgrounds. 

. d. Immediate in application. The iearner should be able to put what he or she learns to use 
directly. ' 

F. Small Group Activity-Adult Learning' Discussion \ 



2. Discussion questions: 



• - Cite examples of learnjlig activities that make use of one 6r more of the four prjnciples 

of adult learning. ' 

• What problems might these activities present to the traditional teacher? 



Panel Discussion ^ . ,. 

There are no discussion points ^r this section. 



H. Closiog Remarks 

" In this session^ratnees have: 

^ aj/examined the four prinojoles of^ adult education and 
b. [)ad the opportunify to dWiss fiaw t6 apply these principles. 



2. In the next sessfion the subject of ho\^rf5 apply principles of adult learning, or methodology, 
will be ehtcrecl into In greater detail. " ' . 

) ■ ■■ 



^^0 ^ 
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SessiorrU 



Methodology I 



GOALS/OBJECTIVES. 



The goals of Jt^is session are to: . ' " ■ , 

1 . intrdduce the pj^tipants to the ttfoad field of methodology amd 

2. pmvide them with the bibliography and other tools, to undwtal<o a study of the subject on ' 
their own., - - ■ . • - 

• ^ * * 

At the end of the sosjion participants will bp able \o\ ^ 

1 . describe the diff<jrences between the major categories of training methods, 

2. name the three l<indsot learning outcomes, and ^ 

3. write learning objectives 'f6r edch kind of learning outcome. 



TIMC REQUIRED: 2 hours 



EQUIPMENT: 

MATERIALS: 
(Handouts and^ 
references are found. 
In the Participant 
Workbook.) 



PaFticipant Workbooks, flip chart paper, tripod or masking tape, markers 

Handout 1,1003 x 5 cards 
Handout 2, Methods Categories 

Handout 3/5arTt|^le^^ction Words * ' 

Handout 4, Type/s of Itoafning Task Sheet 
Handout 5/ Appropriate Methods 
^ ' Handout 6, Training of Traincrs-Sfelected BibliogrJlt)hy 

Flip Chart 1, Methodology Sequence (to be prepared from section Bib) 
Flip Chart 2, Cone qf Experience (to be prepared from Reference 1 ) 
Flip Chart 3, Sample Objectives (optional; create own examples) 

PRIMARY MEtHODS; Lecture, audience'reaction panel, question and answer, individual task work 



MEETING 
ARRANGEMENTS: 



Drawing 3, Classroom setup 

(See 'Mllustratiohs of Various Meeting Arrangements" in section IV of this manual.) 
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Session 14 



Time ' Sequence of Activities 



Materials 



5 mih. 



A. Preliminary 



1. 



2. 



Select two^'person audience reaction pjanel 
to sit in frqnt ry-dUring jec^ture. 

Briefly describe concept of audience reaction 
panel to tlie trainees selected. ^ 



lOmin. 



3. Instruct the panel not to ask questions on 
certain subjects— for example, no questions on 
simulation techniques, or any other sensitive^ 
areas which th^ trainer does not wish to d^al 
with at this time. 

Opening Remarks ) 

1. Introduce day of methodology sessions^, > 
a. State purpose of day. 




b. Jkate sequence of activities (see opposite). ' Bib. Flip Chart 1 , Methodo- 

, ' logy Sequence 

1 - ■ " • 




5 mln. 



* o> 



2. *StatQ purpose of session. 



Lecture^Methods Overview . 



/ 

1 . Set up audience reaction parrel procedure. ' 
^^Ex'^iain use of lecture format 

b'. Distribute 3x5 cards. 

*> 

c* Instruct trainees to ask no questions during 
the lecture but to write them down on 
the 3 X 5 cards. 



Clb. Handout 1, Blank 3x5 
cards 
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Methodology I 



Points for Discussion 

' i _ ■ _ ' — 41"" 'C ' 



A. Pgellminarf^ 




'2. An audience reaction panel is a technique designed to accomplish some degree of participa- 
tion with a large aucUfnqe or with a smaller group liste^nihg to a lecture that covers a great 
amount of detail. It nas an added feature of protecting the speaker from having to handle 
questions about sensitive or unfamiliar material. (See CI below for tnore detail.) 



B. Opening Remarlcs 

1 . The entire ,day of training will be devoted to the subject of methodology. 

i ' 

a. The purpose of the day Is to expand the trainees' repertoires of training techniques. This 
will be accomplished: 

(1 ) by surveying the wide scope of methods and techniques, 

(2) by examining the principles for choosing various methods, and 

(3) by explaining the principles of design used in sample exercises. 

b. Four topics will be covered during the^day (sequence): ' 

1 (1 ) Methods Overview— What is a method? What is a technique? How are methods 
categorized? 

(2) Methods Selection Princlples-Hovv does a trainer decide which method to choose? 
Why select one tecjhnique over another? ; 

(^ Cpncentratlon on. Selected Techniques— Lecture, demonstration, role play, creative 
I thinking, audienc^ reaction panel, listening team. 

(4) Design of a Le|irnlng Actlvity-Wh^t are the components of a model exercise? How 
should a learning activity usihg several techniques be designed? 

2. The purpose of the first session is toj present a survey of methods and techniques and study 
several principles of selection of thope methods. 

C' Lecture— Methods Overview 



la. This session has a high amount of content information; therefore, a high-content delivery 
form— the formal lecture— Iras been chosen. 
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Time Seqoence of Activities r' l\/laierials 

Cl. (continued) ... 

.,1 ^* 

H 

^ d. Describe procedure to be used at end of 

lecture: y - ^ ' . 

(1 ) . Audience will pass cards to panel. 

(2) Panel will sort cards, put questions in 
a priprity order, and ask questions of 
lecturer. 

(3) Lecturer will answer only questions 
from the panel. 

. 20 min. 2. Lecture 

a. Distinguish between method and technique. 



b. Describe types of method taxonomies. 

c. Distribute handout 2,jMethods t C2c. Handout 2, Methods 
Categories. . ^ Categories 



j. Desc(ibe category system used in handout 



lOmln, 
10 min. 



Break 



Audience reaction panel 

a. Answer questions posed by panel. 

b. Ask panel to repeat specific^ instructions 
. given privately at beginning of session. 
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Methodology I 



Points for Discussion 



Cl . (continued) 



2. Lecture points: 

a. Distinction between method and technique: 

(1) Method— A general type of learning exercise organization^ such as large group 
methods, small group methods, correspondence school methods, primary school 
methods, etc. A method is the way people are organized for learning. . 

(2) Technique— A specific type of learning activity within a general m^thQdJgroup. 
Inliandout 2 the method is "presentation,'* the technique is 'lecture." focus is 
on the utility of a technique to achieve the stated objectives. A technique helps a . 

I ^ learner to learn. 

b: Training techniques may be categorized in a variety of ways: by audience size, frequency 

of assembly, I.Q. of audience, trainer role, audience role, expected learning outcome, etc. 

# * 

c. In hjdndout 2 techniques are categorized by the degree to which the learner has input 
into the learning situation: 

(1 ) Presentation: aims at delivery of information. In presentation techniques the learner 
is a listener, with little feedback. 

Participation: aims at engaging the learner. In participation techniques the learner 
has means to demonstrate his or her reception of the material to the traiper. 



(2) 
(3) 
"(4) 



Simulation: aims at experiential learning. In simulation tecHniques the l(iarner 
directly experiences the learning. ' , 

Hijman Relations; aims at interpersonal learnings. In human relations techniques 
th«:» learner can achieve affective goals. 
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Session 14 



Time ] Sequence of Aotivitlee 



Materiel 



C3. 



(continued) 

i 

c. Point^ut benefit of lecturer control In 
this technique' (see opposite). . 




D. Methods Selection Principles 

5 mln, 1 . Sample trainee experience by asking what 

methods they use (5 mjnutes only): Lead 
^ - question: How do you decide which method 

, to use? 

5'inln. 1 U$lng,fllp chart 2, explain Cone of Exper I; 

ence (see opposite fas transition to the 
discussloj) of learning outcomes (5 minutes 
only). ,^ 



D2. Flip Chart 2, Cone of 
Experience 



lOmin. 



State four criteria for choosing methods 
(see opposite). ' 



10 mln. 



4, State three types of leai'ning and explain 
(see opposite). Examples of objectives in 
each domain may b«/ illustrated on a flip 
chart if necessary tQ trainees' understand- 
ing- _ 



m. Optional Flip Chart 3, 
S^n^ple Objectives 



10 mln. 



5. Refef trainees to handout 3 and explain. 



D5. Handout 3, Sample 
Action Words 
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Points for Discussion 



Methodology I 



C3. 



(continued) 



3c. 



With this technique the lecturer can CQntrol the Jcinds of que$tiqn& he or she is asked. 
For example, in the preceding lecture the panel was instructed not to ask questions on a 
specific area. Th^ lecturer can use this device to avoid controvefsial subjects or subjects 
with whidh he or she is unfamiliar. / \^ 

D. Methods Selection Principles 



2. Cone of Experience 



3. 



a. The cone of experience is not a literal representation of experience levets but simply a 
visual aid in explaining'the various types of audiovisual materials. 

tfj There is no value hierarchy in the cone, but note that indirect^experiences are used most 
wisely When built on direct experiences. / 

c. Note difference between levels of abstraction, between verbal ^nd visual receiving, hearing, 
saying, seeing, and doing. ( \J 

d. Note memory percentages as they are related to^levels of abstraction (inverse order). 
People ren^ember 10 percent of what^^they read, 20\percent af what they hear, 30 percent 
of what they see, and 50 percent of what they read, hear, and seei 

Choice of methocf based on: 

a. type of learning outcome, r 

b. size of learning group, \ 

c. physical rescyjrces available, and 

d. degree of trainer skills and comfort, ' ' 

^11 learning objectives can be classified primarily in one of three" categories: cognitive 
affective, or psychomotor. This division helps the trainer identify the nature of a givfe* 
Once the trainer knows whether the task is mostly thinking, feeling, or doing, he or shJ 
select a method (hat wilt produce the kind of learn|ng*that is'desired. ^ 

Note: Emphasize that while all of the domains are Involved in any learning act, one of them 
is usually 'Primary. 

Often the words used^to describe the*1earning objective reveal the domain in which the 
learning outcome is desired to be. Handout 3 gives samples of words that may give clues 
the domiCin in which the expected learning outconrc lies. 
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Session 14 



Time Sequence of Activities 



Materials 



lOmin. 



10 min. 



.5 min. 



p. (cpntinued) 



7. 



8. 



Individual task 

Refer trainees to handout 4, Types of 
Learning Task Sheet. 

b. Instruct trainees to: write an instruc- 
tional objective in each o the three 
domains of learning. 

Ask for two objectives in each of the three 
discuss. 

Refei^^trainees to handout 5, Appropriate ^ 
Methods, and discuss. If any. confusion 
about overlapping methods has surfaced, 
point otit that such overlapping is inherent 
in the category scheme and does no harm. 



D6a. HandQUtf4, Types of 
Learning Task Sheet 



D8. Handout 5, Appropri- 
ate Methods 



5 min. 



E. Closing Remark^ 

1j Point out handout 6. 



2. Summarize session. 



El . Handout 6, Training of 
Trainers^Selected 
Bibliography 



3. Link to next session. 



■'I 

.% 




Methodology^ 1 



Points for Discussion 



D. (continued) 



,( 



E. Closing Remarks 



* 2, A large amount of Irtformation has been conveyed in this session. Even with this high 
concentration, the subject of methodology has barely been broached. This session should 
scrye as a framework for further independent study, based on the Bibliography distributed. 

3. the next session some specific techniques wilf be examined in detail. ^ ^ 
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V Session 15 



Methodology II 

c 1^: _ 



GOALS/OBJECTIVES: The goal of this session is to familiarize the participants with several training techniques useful 
^ to the trainer in alcohol programs, 

y By the end of the session the participants will be able to: 

1. name five specific training techniques and 

2. describe the distinguishing' characteristics and most appropriate use of efachvtechniqye. 
1/2 hours ' - * , 



/ 

TIME REQUIRtbrT 

EQUIPIVIENT: 

MATERIALS: 
(Handouts and 
-references are found 
in the Participant 
Workbook,) 



Flip chart paper, tripod or masl<ing tape, markers 



HandoHt 1, Lecture 
Handout 2, Demonstration 
Handout 3, Structured Role Play, 
Handout 4, Brainstorming ^ 

Reference 1, Listening Team Assignments (for preparing 3 x 5 cards) 



\ 



PRIMARY METHODS: ^Lecture, listening team, sm^ll ^up exercises 

• - \ 

MEETING 

ARJIANGEMENTS: Drawing 2, Workshop setup 

(See 'illustrations of Various Meeting 'Arrangements" in section IV of this manual.) 
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Session 75 

7/V77e Sequence of Activities 



Materials 



5 min. ^ A. Openinjg Remarks 

1. State purpose of session. 

2. Name techniques that will be described or 
used. 



5 min, B, Listening Team * 

1 . . Divide trainees into four groups seated at 
four separate tables. 

" 2. Describe listening team technique (see 
opposite). ^ 



Distribute 3x5 cards describing listen- 
ing team assignments— one to each 
team. 



4, Instruct listening teams to^ 

a. lislten well tathe material on the assigned 
V subject area, 

b. be prepared to answer the question aske^ 
, : on the assignment card, and 

c. save all their questions for the end of the 
lecture, 

30 min. C. Lecture— Four Seliected Adult Learning Techniques 

1 . The Lecture ^ 

^ a^ Refer trainees to handout 1 , Lecture. 

b. Using handout 1 as content source, discuss 
the lecture as> a technique, with emphasis 
on the purpose of the lecture, (see 
opposite). 

2. The Demonstratjpn 

a. Refer trainees to handout 2, Demonstration. 



B3. Reference 1 , Listening 
. Team Assignments (for 
3x5 cards) 



CI a. Handout 1, Lecture 



C2a. Handout 2, Demonstra- 
tion 
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Points for Discussion 



A. Opening Remarks 

1 . The purpose of this session is to present a few adult learning techniques in detail. 

2. The tephniques that will Be studied in this session are some that are frequently used by the 
trainef^ in alcohol programs. They are: 

^ a. lecture (presentaftion technique), ^ 

b. demonstration (presentation technique), 

c. structured role play (simulation technique), and V 

d. brainstorming and, the Nine-Dot Exercise (creative thinking). 

"^During the presentation of the above techniques a second lar'ge-audience participation 
technique— the listening team— will be demonstrated. 

B- Listening Team 



2. In the Ijstening-tearn technique each team represents the whole audience for a specific 

Abject or aspect of the lecture. The lecturer addresses his or ber remarks on that topic to the 
'assigned listening team and the team may not interrupt durir/g the presentation. The team 
may ask questions when the presentation is completed. 



C. Lecture-Four Selected Adult Learning Techniques 
1. The Lecture jM 

. - r 

b. In the lA:ture the emphasis is on the listener— the point is not to cOver the field but to 
have the listener understand the major points being presented. 



The Demonstration . 
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Session 15 



T 



Time Sequence of ActMties 



Materials 



C2. (continued) 



b.' Using handout 2 as content source, discuss^ 
the demonstration as a technique, with 
emphasis on points listed opposite. 



The Structured Role Play 

a. Distribute handout 3, Structured Role 
, Play. ' > 

b. Using handout 3 as content source, discuss 
the role play as a training technique, with 
emphasis on the purpose of role playing 
(see opposite). 

Creative Thinking Exercise: 

a. Draw nine dots on a flip^ chart as follows: 



C3a. Handout 3, Structured 
Role Play 




b. Refer to this only as ''nine dots"; do not 
call this a "square" or a "box." Do not 
answer questions. 

c. Instruct trainees to copy these dots and to 
connect all of the nine dots in the following ' 
manner: 

• Use only four straight lines. 

• Do not retrace a line. 

• Do not lift pencil from paper at any time. 

d. Allow 5 minutes for confusion to set in. 
' e. Demonstrate correct solution: 

(3) 

(1) 1^3-^2) 

f. Make point about creative thinkings No one 
told you that you had to stay within an 
imaginary box. Creative thinking involves 
breaking'out of an imaginary box. 



J 
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Methodology II 



Points for Discussion 



C2. (continued) ' ' 

b. Points fo empliasize in discussion of the demonstration: 



(1 ) Tlie functions of showing and tell/ng sliould be ■kept separate in a demonstration. 

(2) Listeners should have the opportunity to practice the technique demonstrated. 

3, The Structured Role Play . 

■ • . ■ -1/ , ■ ■• 

b. The purpose of structured role play is to instruct. The concepts .that the trainer wants to 
convey should be well thought out ahead pf time. 




Session 15^ 



Time Sequence of Activities 



Materiah 



(continued) ' 

5. Braihstorming 

a. Refer t^^ainees to handout 4, Bratinstorming 

b. Using hanlbut 4 as content source, discuss 
brainstorming. 

c. Br^nstorming example: , 

(IJ ask trainees to come up with as many 
uses as they can tKipk of for a ballpoint 



(2) encourage farfetched Uses, such as **a 
pogo stick for mice." 

d. Emphasize nonevalualiye factor in brain- 
storming (see opposite). 



fcSsi. Handout 4, Brain- 
storming 



15min. Break 

lOhfiin. D. Listening Tea^fh Discussion 

Allow 10 minutes for each team to discuss its 
assigned discussion question and to founulate 
4 questions. 

20 min. E. Listening Team Report 

1 . Ask each team to present report on its 
assjgnmeht. 

2. Answer questions from each team. 
5 min. F. Closing Remarks 

1 . Summarize session. 



{ 



2. Link to next session. 

3. Ask participants to bring Training Event 
Planning Guide to the next se^ion. 
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Points for Discussion 



C. (continued) 

5. Brainstorming 



Methodology II 




d. "The trainer should hever seem to judge the ideas presented during brainstorming. Tfie 
emphasis is entirely on quantity of ideas and not at all on quality. If the participants 
begin to worry about whether or not they have good ideas the effectiveness of the brain- 
storming will be lost. , ^ 

Break 

00. Listening Toiam Discussion ^ . - 

There are no discussion points for this section. 

E. Listening Team Report 

There are no discussioh points for this section. 



F. Closing Remarks 

T. During this session the trainees tjave had a detarled exposure to several useful training 
tecnniques. , 

2. In the ne\t (and firial) methodology session the trainee^ will consider how to put various 
techniques together to fdrm a complete learning activity. 
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Session 16 



MethopologyHI^ 



GOALS/OBJECTIVES: The goals of this sessron are to:' 

1 . familiarize the participants With the components of an ideal learning activity ahd 

2. acquaint thefn with one format for recording a learning activity. 

By the end^of the session particijDants wHl be'^ble to:> , ' . 
; ^ 1. name 10 of the 16 components 6f an ideal l^earning activity <^d 

2, relate those comry6nents to specific locatfons in the sample format. ^ 

1 hour, 10 minutes - . ' ^ ^ 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references are found 
In thcjParticipant 
wirlybook,) 

PRIMARY METHODS: 

MEETING 
ARRANGEMENTS: 



Flip chart paper, tripod or masking tqpe, markers' 

Handout 1, Model Learning ActTviry ' V. 

Handout 2% Case Study: Pathway Residence 
Handouts, Board/Director Probkm Sheet ^ ' ^ \ 

Reference 1 , Trailing Evenf Planning Guide (from session 3) ^ 

\ • - r 

Lecture, smafl group discussioh, 'large group discussion, panel discussion 



Drawing 2, Workshop ' . 

(See '.'Illustrations of Various Meeting Arrangements" in sectionj V of this manual.) 



A. 



Session 16. = 



Time / Sequence of Activities 



Materials 



5 mm. 



" 20.min. 



A. 



B. 



Opening Remarks 

State purpQse of session. , 

/ " ' ' ' . 

.GroOp Discu'ssiorv— - f 

1 . y^sk traineeV to refer to page 23 of the tEPG 
(16 components of an ideal learning activity) 

- ari<^ to the design form p,ages.th^t J[pllow. 

2. Discuis each component of learning activity 
planning and the design forms (see opposite). 




20 min. C. • Small Group Task-Model Learning Activity 



1 . Distribute handout 1 , Model Learning 
' Activity 

2. Instruct train^s^s to: \ 

a. divide into resource gro'ups; 

b. read the model exercise, handout 1 , and 

^ discuss its relationship to the list of ideal 

' ^ components on page 30 of the TEPG; and 

\ •.' ' 

c. select a-memt^r to represent the groMi? 

in the panel discussion that follows.' ■' 
20 min. b. Panel Discussion-Model Learning Activity 

1 . ' Have panel sit at head of room, facing other 
' _ . trainees. ^ . 

2. Acting as moderator, have the panel cover 
the questions listed opposite. 



B1 . Reference 1 , Training 
Event Planning Guide 
(from session 3), 



CI. Handout 1, Model 
Learning Activity 



5 min. 



E. Closing Remarks 

1 . ' Review purpose of this session. 



2. Relate this sfcssion to assigned Design Task. 



Points for Discussion' \ 

— — ' ; . . — .. ^ 



ir~^ — ^ ~ ' f — 



A.^ Opening Remarks ^ „ [ - , ^ 

^ . The purpose <^ this sessioVi is to familiari^re tlje trainees with thc'componentjj of a well-designed 



learning activity. 
B. Group Discussion 



2. Discussion points: 



w 



• A well-planned acfmty must specify a// informatiotj and resources'needed by the trainer... 

• Th^ design fornis^re set up to include all of the 1 6 components listed. 

• The forms are not required for the Design Task. - 4^ ' 
C. Small Group Task-Model Learning Activity 

There are no discussion points for this section. ' ^-^^'^^ 

. - - ■ ' " . . ■ 



D. Panel Discussion—Model Learning Activity 



2. Discussion questions: 

• Does the model learning activity include all the components listed in the TEPG> 

• How could this activity be improved? 

• Would it be possible for you t^ train directly from this activity as written, without 
further preparation? - 

E. Closing Remarks 

1 . The purpose of this exercise has been to give the participants an opportunity to analyze and 
( assimilate the components of an ideal learning activity. 

2. The model learning activity studied ih this session can be used as an example of the amount 
% of detail necessary for the specific learning activity required in the design Task. 
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session 17 



Content Validation 



The goal of this sessbn Is to Impr^ss^upon the participants the Heed to provide a valid source 
for the content of.their training sessfons. " / 

By the end of the secsloh participants will be able to: ^ \^ 

1 , give reasons for validating sources of content and*- . ' 

2, describe at least three kinds of sources that can be tapped m authenticating content. ^ 



GOALS/OBJ Ep^lVE^. 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and 
references are found 
In the Participant j 
Workbook.) 



$0 minutes 



Flip chartpaper, tripod or making tape, marlprj ' . ^ 

Handout 1 , Content Validation Guide ' 

Handout 2, NCALI Packages . 

Standard pa<Jkages of materials may be obtained from the National Clearinghouse on 
Alcohol Information, Box 2345, Rockville, Md- 20852, Be sure to give NCAL| sufficient 
time (at least 3 v^^eeks) to provide packages. 

Handout 3, NCALI Address (prepare from above if therevis not enough time to obtain NCALI 
' packages) . 1 

Reference 1 , Content Choice (for flip chart 1 ) ^ ' » • 



PRIMARY METHODS: Lecture, large group discussion 



MEETING 
ARRANGEMENTS: 



S 

Drawing 6, informal Discussion 

(See 'Mllustrations of Various Meriting Arrangemiints" in section IV of this manual^ 



\ 



Session t? 



Time ' Sequence of Adtivlties 



u 



5 min- , A. Opening Remarks 

State purposes of session. , 




Materials 



-4U 



15 min. B. Demonstration of Need for Expert Sources 
' ' 1. Show flip chart 1 to trainees. 

2. Ask trainees to choose the objective for which 
* they prefer t6 design alfiession. . 

3. Ask for a show of hands for those. choosing 
each objective. . ' 

4. Discuss (see opposite). 



' Bl. Reference 1, Content 
Choice (for flip chart 1) 



10 min. C. Small Group Discussion 

1. Ask trainees to share.experiences in which 
they were trainers hi a subject with which 
they were not familiar. 

2. Discuss witl] full group (see opposite). 

15 tv^. D.^ Lecture— Content Validation 

1. State purpose of content validation. 



2. ^'^efer trainec^s to handout 1 . Discuss various 
''experts" available to the trainer, using 
handout 1." 



D2. Handout 1, Cotitent 
Validatiorvjf^uide 
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Cohtent Validathh . 



Points for Discussion 



B. 



Opening Remarks c ' ' , . ' . " 

The purposes of this session are to introduce the trainee to some,of the' sources pf valid confent 
for training sessions and to increase the trainee's ablifty to make the best use of the various Expert 
sources available to hi;n or her. 

Demonstration of Need for Expert Sources 



C. 



4. Point out that trainers prefer to train On subjects with which they are familiar. However, it 
Is not necessary for trainers to be absolutely familiar with all subjects-expert sources,' 
judjciously usfid, can compensate for lac^ of trainer knowledge. ') 

Small Group Discussion . ^ ' • 



2. Elicit the point that rapport between trainer and trainee is lost if the trainer does not have 
command of his or her subject matter. • 

D. Lecture-Content ValidatiorIP* 

1. The process of content validation has two objectives: 

a, to provide the trainer with a source for content that is not familiar tp him or her and 
, b. to provide the trainer with a means of validating content that is known to him or her. ' 

2. There are several "experts" upon whom the trainer c^n call for his or her source material: 



a. The trainer himself or herself is a valid source, providing: 

(1 ) he or she is sure his or her way of presenting material is effective; or 

(2) he or she is familiar with the background of the tnaterial-sourccs, derivatives, and 
logic; or 

(3) he or she could do an educated research job on the subject. 

■to 

b. The trainees could be the experts if: 

(1 ) the learning objective involves an affective outcome that can be achieved by group 
efforts or i 

(2) there is enough knowledge among individuals in the group for the trainer to struc- 
ture a sharing session. 
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Session 17 ^ 




• < 

* * 


T/me Sequence of AvtivJties ^ v. 






. ' M ' ' * ■ L>.„-— , 

D. (continued) ! . ■ . ^ , 

* • • 




* « 


_ ■ r 

" • 3^. Discuss content validation (see opposite). 


V 


M 


5 min. E. Presentation of National Clearinghouse on Alcohol 
Information Material 

• .1 . Distribute handout 2, NCALI packages, or 
• handout 3, NCALI address. 


^^^^ 

El. Handout 2, NCALI 
pjickages (order from 
Clearinghouse) or hand- 
outs, NCAU address 
(s.ee first page) 




2. Review contents. 




I 

-I 


2 hiin. F. Closing Remarks 

1. Review session. 


- r 

/ 




2. State utility of session/ 


/ . 




■» 

3. Link to next session. 

» 


• 


■ H 
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// ^ Content Validation 



Points for Discussion 

^ 



■3 

D. (continued) 

] * 



c. Films, tapeii, and literature can serve as the expert: 

(1) especially when a cognitive Application, such as a test, is planned, but 

• ■ ' '"^'^ ^ case the content should be discussed by the trainer to show trainees the 

. application and relevancp of the materials. ' ^ 

• ll^'^^L person may be the expert if he or she is more familiar with the subject matter 
able to help with research, or able to present the subject to the group. 

e. When an outside expert is brought in, the trainer should be especially careful to see that 
he or she is familiar with the rationale of the training program and with its goals, and t 
objectives. ■ , . 

f. It is helpful to develop a set of questions you want the outside expert to discusii during ' 
his or her presentation. These should be reviewed with him or her well before the session 
to allow time for preparation. ' 

3. The discussion can be led to bring out the following points: 

• Content must be valid, but the trainer does not always have to be the source. 

• There are two kinds of outside experts: . - „ 

(1 ) technical experts, who can impact darta in a structured way, and 

(2) celebrity experts, who can lend credibility to the program. 
E. Presentation of National Clearinghouse on Alcohol Information Material 

I 

There are no discussion points for this section. / ^ f. 



F. Closing .Remarks 



1 



buring this session the trainee has been ex:posed to so^jrces of contenf validation and to 
some means of dealing with outside experts. 

The al^ility to properly use outside experts will be of particular help when the trainee returns 
to his or her own training job where he or she will frequently have need of, or be required to 
make use of, outside experts. , ^ lu 

t*. , 

The next two sessions will be devoted to evaluatiort of the Design Task. 
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SessionflK 

: ,i Jy 



^ Design Task Evaluation I 



GOALS/OBJECTIVES: The g6al of this session is to provide experience in evaluating a.trairling design 



TIME REQUIRED: 
EQUIPMENT: 

, MATERIALS: 
(Handouts and 

, references are f||nd 
in the Participant 
Workboolc.) 



By the end of the ses'sion participants will be able to rate their partner's Design Task according 
to evaluation guidelines. 

3% hours \ 

f 

Flip chart paper, tripod or masking lape, markers 

Handout 1 , Evaluation Guide 
Handout 2, Numbered 3 x 5 cards 

Flip Chart 1 , Valuation Stages (to be prepared from sectioi)- A2) 



PRIMARY METHODS: Lecture 
MEETING 

ARRANGEMENTS: Drawing 6, Informal discussion setup 

(Spe 'Mllustrations of Various Meeting Arrangements" in section IV of this manual.) 
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Session 18: 



( 



Time Sequence of Activities 



... : ' 0 . ' 

3 min. A. Opening Remarks . v 

1 ; Explain purpose, allaying any anxiety over 
evaluation. 



Materials 



Describe overall evaluation process, using . 
flip chart!.' 



A2. Flip Chart 1 , Evaluation 
Stages 



4 mIn. 



B. Use of Evaluation Guide • ' 

1 . Refer trainees to handout 1 , Evaluation 
Guide. J I 

2. Ask all participants to glance through flhe 
guide. r 

3. Describe use of the guide. 



B1. Hapdout T, Evaluation 
Guide 



2 mIn. C. Pactner Selection 

1 . Distribute 3x5 cards numbered In pairs. 

2. Instruct participants to locate their partners 
by matching numbers. 

4 min. D. Procedure for Stage I 

1, Assign each person a partner (persons are 
not allov/ed to choose their own evaluator). 
^ 2. Describe steps (see opposite). 



CI. Handout 2, Numbered 
3x5 cards 
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Design Task Evaluation I 



Points for Discussion 
■ H 



A. Opening Remarks ; ^ ^ 

1 . .The object of this program is i/ot to have the participants produce letter-perfect training 
designs but to have them retuiji to their jobs with Improved skills and knowledge in the * 
training design area. Practice, followed by discussion and analysis of each person's training 
design, wjll Help each to develop better training sessions. 

2. The evaluation will take place In two stages: .4 

a. In the first stage partners will examine and evaluate each other's Design VaHcs. 

b. In the second stage there will be a general discussion of some of the good points of 
Individual plans. 

B. Use of Evaluation Guide • ' 



3. The Evaluation Guide: 

a. Follows the order of the TEPG. 

b. Has rating points that may be Used by each partner to help In the process of evaluation. 
Use of the rating point system Is not required. 

^ c. Will not be handed in nor even be seervby the trainer. 

d. Is Intended to assist the discussion between the partners. 

C. Partner Selection ^ ^ 



. 2. Persons are not to choose their own evaluator. 
D. Procedure^r Stage I " * 



2.0 This stage of the evaluation proceeds as follows: 

a. Each participant reads his or her partner's Design Task carefully. 

b. Each participant then evaluates that Design Tasic, using the evaluation guide, if he or she 
chooses, 

c. Using the formal evaluation as a springboard for the discussion, the partners will then 
engage in intensive discussions of each other's tasks. 
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Session 18 

\ • ' • ... 

Time Sequence of Activities 

- ,.,^„ — ™ — . — 

2 mln. E'. Closing Remark's 

1. Remind participants of time allotted (3 
hours). 

* ' 2. Link toUcond stage of the evaluation 
; process. . 



I 
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Design Task Evaluation I 



Points t^ Piscussion 



E. . Closirig Retjiarks 

1 . >|pproxlmately 3 hours have been allotted for this^stage of the evaluation. 

2. <^ce the particlpams have completed the intensive evaluation which is now begm^^ they 
will be prepared for the group evaluation session that follows. ' 




J 
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Session 19 



Design tasl( Evaluation 1 1 



GOALS/OR) ECTIVES: 



The goal of this session (s to provide participants with .the opportunity to examine tralTiir\g <■' 
plans exhibrting good examples of each of^e TEPG. planning areas. 

Participants will be able to evaluate strengths and w&al<nesses of selected plans by comparing 
them to tffe processes described in the TEPG. 



TIME REQUIRED: 
EQUIPMENT: 

MATERIALS: 
(Handouts and 
references are found 
in the Participant 
Workbook.) 



VA hours 



Handout^, Resource Group Assignments 



PRIMARY METHODS: Small group discussion, presentation, and large group 'discussion 



MEETING 
ARRANGEMENTS: 



Drawing 1 , Round Tabl^ setup 
Drawing 2, Workshop setup 

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.) 



t 




■ / 



Titne , 'Sequence df Activities 



Materials 



3 min. • A. . Opening Remarks 

1. State purpose of seisst(>n. 

2. State sequcsnce of Ictivlties. 



^ 



30 min: B. Resource Group Evaluation ^ 

1 . Divide trainees into resource groups. 

2. Refer participants to handout 1 . 

3. Instruct groups to select frorti their Design 
Tasks an especially good example of the 
proce5s(es) specified on their assignment 
cards. 

40 min. C. Presentation of Resource Group Evaluation ^ 
1 .• Ask eaSh group to present the example(5) 
chosen. 

2. Encourage free discussion of the presented 
examples. 

2 min. D. -Closing Remarks ^ 
1. Review events of Design Task week. 



B2. Handout 1, Res<|urce 
Group Assignments 



2. Link to Delivery Task week. 
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\ Design. Task Evaluation II 



Points for Discussion 



A, Opening Remarks . * ^ ^ 

, The purpose of t^is session is tp. relate the evaluation of the Design Jasks to the subject 
area's that have been examined during the preceding ^esslo^s. \ > 
2., During this session trainees, In their resource groi^ps, wiM> , ' , 

a. Discuss Individual tasks from the point of view of one or two of the fdHowlrig subjects: 
(1). Organisation Need Analysis, ' 

{1) job and Performance Analysis, / ' ( 

■ ' , (3) Training- Group Analysis, . ' 
^ . (4) Statement of Learning Outcomes. 

(5) Curriculum Bililding, and^ 

(6) Evaluation and F^^back. 

b. Following this there will be a full group discussion of good examples of different com- 
ponents of the Design Tasks. ' ^ ^ 

B. Resource Group Evaluation " 
There are no discussion points for this section. 



C. Presentation (^.Resource Group Evaluation 



There are no tiiscussion p6jnts for this section. 



Closing Remarks / .> 

1 . In the precedlrtg week the trainees have Concentrated on preparation for a training session; 
that is, how to determine training needs and how to plan a curr^ulum for adult learners. 



X 



2. 



In the next week trainees will have the opportunity to practice and study the actual delivery 
of a training session segment. ^ 
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Session 20 Delivery Stage: Overview/Task AssignmeM^ 



-S 1- 



GOALS/OBJECTIVES: 



TljVIE REQUIRED: 
EOtllPMENT: 

iviaterial;5: 

(Handouts and 
references are found 
in the Participant 
Workbook.) 



The goals of this session afe to: . 

1. acquaint the participants with the flow of the D^ivery Task week of the Cburse and 

2. give the participants the opportunity to decide on their Delivery Task presentation. 

By Jhe end of the session participants will be able to: • ' ' 

J. specify two areas of study in developing delivery skills and * ^ 

2. select an area for practice. 

6/2 hours 

■ x 

Flip chart paper, tripod or masking tape, marljers, scissors 

Handout 1 , Delivery Task Options i 
Handout 2, Presentation Evaluation Form ' / 
Reference 1 , Delivery Task Week Fl^w (for flip chart 1 ). 



PRIMARY METHODS: Lecture, discussion, individual activity 



MEETING . 
ARRANGEMENTS: 



Drawings, Informal Discussion setup 

(See 'Illustrations of Various Mcetingy\rrangemcnts" in section IV*of this manual.) 



/ 
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Session 20 



Time SequenckM Activities 



l\/laterJals 



IQmin. • A. Opentng Remarks' 

1. Review first week of training practitioners* 
cllnlcl ; 



2. Forecast actLvitles of the second week» using 
• flipciiart 1, 



A2. Reference 1 ; Delivery 
Task Week Flow (for 
fllpcliarti) 



ISmln. B. 



Delivery. Task Options 

1 , Refer trainees to handout 1 , Delivery Taik 
Option's— and explain Delivery Task (see 
opposite). * 



B1'. Handout 1, Delivery 
Task Options 




Allow time for participants to read handout 1 

Discuss the options (see opposite for pojnts > 
to emphasize). 



15 min. 



4. Note availability of physical resources such 
as flip charts, markers, scissors, etc. 

5. Answer questions, 

, Pjresentatioft Evaluation 

1 , Refer trainees to handout 2, Presentation 
Evaluation Forms. 



CI . Handout 2, Presentation 
• Evaluation Forms 
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' Beliyery Sfa^e;^^^^ 

' ■ I i%M , . ' " I ■ ■ r .. - r . . • 

Points for Discussion . 



A. Opening Remarks 

1 . During the first week oithe TAT program the trainees concentrated on the design of a 
learning activity. Two variables that affect the adult learning process-the learner and the 
methodology— were examined in depth; ° . 

2. During the second week, the delivery task period, the trainees will examine the other two 
variables— the trainer and the environment— that affect the adult learning process. Learning 
will be structured around content sessions arid delivery laboratories. Specifically, trainees 
will: 

a. study the effects of the physical and psychological climate on training; 
V b. learn about feedback, both positive and negative; 

4 

c. develop some small group skills; 

d. present their own learning activities; and \ * 

e. receive evaluation of their learning activities from other participants. 

B. Delivery Task Options 

1. By this time the trainees have acquired information related to the theory and practice of 
training. The purpose of the Delivery Task is to giye them some actual experience in puttihg 
, that knowledge to use- By giving the trainees the actual experrence of using new methods, 
the Delivery Talk will help them to approach the ir>troduction of n&w methods back home 
with greater skill and confidence. 

3. Discussion of options— points to emphasize: 

a. Presentations may be done individually or in groups. 

b. Presentations may be segments of the Design 1flsk completed in the previous section of 
the TPC or may be new techniques entirely. ' ^ 

c. The feedback section of the last 20 minutes is as important as the presentation itself. 

(1 ) The participant directs the evaluation and determines in advance which points he 
or she wishes to be evaluated. 

(2) The evaluation may take any form; i.e., large or small group discussion, usq of pre- 
flared evaluation instruments, etc. 



C. Presentation Evaluation ju 

1 . The evaluation forms are passed^ut at this point to give the trainees some idea of how their 
delivery task work will be judged. 
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Session 20 



Time Sequence of Activities 



C. (contlhued) 



2. IJiscKSS the forms (see opposite for pofnts 
to emphaslze)- 



3. Answer questions. 

60min. D. Choice Period * 

1 . Instruct trainees to take an hour to decide 
on their task and determine the manner of 
presentation. ^ 

ISmin. E. Return of Trainees 

1 . Ask trainees to write down subject and i 
manner of (hosen presentation. 

^ 2. Ascertain schedule preferences (who would 
like to be first, in morning or afternoon), 

3. State that each trainee will be given 20 
. minutes for delivery, and evaluation. 

5 min. F. Closing Remarks •> 

(4/2 hrs.) 1 , Four and one-half hourslncluded for prepara- 

tion of the Delivery Task. 

2. Link to next session. 



V/ 
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Delivery Stage: Qyerview/Task Assignment 



Points for Discussion 



C (continued) ^ . 

2. Discussion of evaluation forms-points to emphasize: 

a. The evaluation forms may be altered by the participants at will-evaluation paKs may be 
added, sections may be left out, etc. Presenters should review the forms and select those 
items they want used in this evaluation. 

b. The forms, if used, need t)6t be collected nor seen by the trainers. 

c. The rating ^calesNare intended to facilitate evaluation and do not represent a formal score 
on the presentation 

D, Choice Period 
^There are no discussion^points foKthis section, 

\ 

E. Return of Trainees 
There are no discussion points.for this section. 



F. Closing Remarks ^ 



2, ^ The next session, Physical Learning Climate, will be the first content session on learning 
activity delivery. 
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Session 21 



Physical Learning Climate 



GOAL§/9BJ^CTIV|8: 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
(Handouts and , 
references are found 
in ttie Participant 
WoTkbook,) 



The goal of this session is to make |he participants awve of the importance of setting the 
physical learning climate for a training session. . 

Participants will be able to construct a physical learning climate checklist for their. own future 
use in their own training enviroriment using the NCAE checklist as a guide. )/ 

VA hours ' . ^ * ' 

Flip chart paper, tripod or maskirrg tape, markers 

Handout 1, Conference Facilities Request Form 

Handout 2, Conference Tasl< Analysis • 

Handout 3, A Physical Learning Climate Cfiecl<list ' 



PRIMARY METHODS: Lecture, discussion, individual task 



MEETING 
ARRANGEiyiENTS: 



Drawing 6, Informal Discussion setup 
Drawing 2, Worl<sfiop setup / 

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.) 



r 
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Session 21 

Time Sequence of Activities 



Materials 



3 min. . A. Opening Remarks ' 

1 . State purposeoHhe day's sessions. 



2. State sequence of agtivities. 



10 mIn. B. Lecture-The Physical Learning Cllipate 

1. Peflne climate. 

2. Note need for physical comfort*^ 



15 mIn. 



3. Note two physical comfort factors often 
overlooked by the trainer. 



C. Discussion-Aspects of the Physical Learning 
Climate 

1 . Refer participants to handouts 1 and 2. 



2. Ask them to read forms. 

3. Discuss the forms from viewpoint of effect 
on physical comfort (see opposite). 



CI . Handout 1 , Conference 
Facilities Request Form 

Handout 2, Conference 
Task Analysis 



30 min. D. Individual Task-Developing a Training Needs 
Checklist 

1 . Refer participants to handout 3, ^ 
* Physical Learning Climate Checklist. 



Dl. Handout 3, A Physical 
Learning Climatt 
Checklist 
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Physical Learning Climate 



P0int$ for Discussion 



A. Opening Remarks . f*" 

1. This sessloaand the session following both deal with the "climate," or environment and 
atfnosphere, in which learning talces place. The purpose of these sessions is to show the 
trainees hpw th^earnlng climate can bte defined ahd understood and hoW it cart be manipu- 
lated for maximum training effectiveness. 

2f There will be two learnlnj^cllmatesesslorts: ' 

a. The first session y^ill deal with the physical environment. ^ 

b. The second will fOcuS oh the psychological atmosphere. 

B. Lecture-The Physical Learning Climate 

1. The word "climate" is used In this session to mean the complex netwofk of messages that 
are eommunicated from the physical, organizational, and psychological environment. 

2. The most important requirement of the physical climate for an adult learning session is that 
It be comfortable and not detract from the material being presented. If the learners are 
made uncomfortable by noise, hard chairs, or lack of ventilation, they will be less able to 
concentrate on material. 

3. Two physical factors pertaining to the training session are often overlooked. They are: 

a. The movement of the trainees to and from the training site. If directions are not clear 
and accurate or if parking is very difficult, the resulting frustration can be an obstacle to 
learning. 

b» The. introduction of trainees to each other. Such measures as use of tags or introduction 
exercises should be taken to help trainees get acquainted easily. 

C. Discussion-Aspects of the Physical Learning Climate 



3. Discussion points: * 

• Point out the function of each form and nSie how the elements are arranged. 

• How could the forms be improved? 

• What factors affecting physical environment have been left off? 

D. Individual Task-Developing a Training Needs Checklist 

.. ^ ... 

There are no discussion points for this section. 
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Time ^ Sequence of Activities Materials 



D. (continued) 

2. Instruct trainees: 

a. using the handout as a guide, to develop 
» . a checklist with additional detail for 

their own training situation, as desired. 

b. to discuss the task with other trainees 
when completed. 

1 5 min. E. Large Group Discussion-Training Needs 
Checklist 

1. Ask trainees to share innovative or interest- 
ing ideas that arose during the individual 
task. 

2. Make teaching points (see opposite). 



2 min. F. Closing Remarks 

1 . Review purpose of session. 

2. Link to next session. 




Physical Learning Cliniate 



Points for Discussion 



D. (continued) 



■( 



E. Large|Group Discussion-Training Needs Checiclist 



2. Teaching points: ''^ 

• Physical settings always make a (Jlfference to the learning climate. 

• The trainer can manipulate the physical Setting. 

• The trainer should be aware of the tendency of trainees to develop their own turf; to 
> prevent this, the trainer should keep .the trainees moving from seat to seat. 

• In general it is preferable not to get involved with serving meals to trainees: the choice 
of menu, etc. may detract from the "sticking-to-business" objective of a training session. 

Closing Remarks 

1 . In this session the trainees have investigated the effect of the physical setting on the adult 
learning process. , ^ 

2. In the next session the psychological setting of a learning session will be sfudied. 
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Session 22 



' Psychological Learning Climate 



GOALS/OBJECTIVES: The goal of this session is to familiarize participants with elements of the psychobgical 

learning clin*ate'and ways of controlling it. 

By the end of the session participants & be able to:, 

1 . name three of the five points in the tfbenness continuum and 

2. give an example of the l<ind of interview goal that can be best achieved through.«ach of 
these three continuum ppjnts,.„ ^ 



^TIIVIE REQu)hED: 

EQUIPMENT: \ 

MATERIALS: 
(Handouts and 
references are found 
in the Participant 
Workbook.) 



\ 



1 hour 

Flip chart paper, tripod or masking tape, markers 

Handout 1 , Setting a Learning Climate 

keference 1, The Openness Continuum (for flip chart 1) 

FlifKqfiarts 2, 3, and 4, Sample Target Groups''(to be prepared from section C2) 



PRIMARY METHODS: Lecture, g\oup discussion, pair exercise 



MEETING . 
ARRANGEMENTS: 



Drawing 6, Infernal Discussion setup 



(See "lllustrationsNpf Various Meeting Arrangements" in section IV of this manual.) 

\- 



\ 
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. Time Sequence of Activities 


Materials \ 


• • 




- — ■ — ■ — ^ '' fr^ "^-^ " 

5min. A. Opening Remarks 

State purpose of session. 




t ■ • _ 




lOmln. B. Lecture-cThe Psychological Learning Cllmatfe 

1. State the reason for studying thfc psychological 
learning climate. 

2. State the relationship of the trainer to the 
psychological learning climate. 

' 3^ State the best time to set a learning climate. 


' * . \ 


\ ■ 




4. The Openness Continuum. 


B4. Reference 1 , The Open- 
ness Continuum (for 
flip chart 1) < 












a. Using flip chart 1 , review points on the 
continuum (see opposite). 


i 






■ ■■ , \ / , 






■ 


■ ' ■ ' : ' ■ \ - 


t 




« 


\ 

b. Relat^th^s openness continuum to \ 
training. \ 

' . ■ . ' \ 

- ' '• \ 


f 

t 
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Points for Discussion 



A, Opening Remarks 



Psychological Learning Cllmati' 



The purpose of this session is to give the tr^nees the opportunity to develop an awareness ?f and 
to practice control over the psychological learning climate of a training «roup. / 
B. Lectulli^The Psychological Learning Climate " 

1. The psychological learning climate is important because: 

( 

a. Learning cannot take place if the learner Is undei' threat, feels anxious, or isio any psycho- 
logically uncomfortable state. / - ' ' 

b. In order for learning to occur it is necessary to have a learning atmosphere in which the 
trainees feel relaxed and accepted. 

2. The trainer is responsible for establishing the psychological climate and a successful trainer 
will usually devote about 25 percent of his or her energies to treating the climate most con- 
ducive to learning. * 

* 

3. The best time to set a good learning climate is at the beginning of the training session, when 
the learners are.ready to get down to business. However, at the beginning of a session 'the 
trainees are likely to feel a bit awkward about the session and about each other; the trainer 
should attempt to establish a frejs, open atmosphere from the beginning. 



4a. The degree of openness may be thought of as lying oM a continuum, from least open to wide 
open. Points on the openness continuurft are as follows: 

(1 ) Least open-discussion of impecsonal things, sucli^as "our work" or "what we do in our 
region." Gopd for high-content delivery. 

(2) More open-pfersonal discussion, such as "my work" or "what I do." This stage is good 
for job training. - • 

(3) Still more open-personal but factual discussion, such as "what I like or dislike about 
my job. Still good for training. 

(4) Focused openness-^-nonfactual, affecfive discussion, such as "what I'm afraid of" or 
"what I do badly or well." Good forj§chieving affective goals. * ' 

Points beyond this are not usually appropriate for task-oriented training groups but are 
'appropriate for counselor training programs and the like. 

b. The trJijner should consider the openness continuum in his or her planning: 

(1 ) He or Mie should consciously decide which pojnt on the continuum will best enable him 
or her t(^N^hieve his or her training objectives, as the degree of openness is in direct 
relationshipsto the natdre of the goals and the success of training. 

(2) An inapproprbi^ degree of openness is often the cause of problems in a training session. 



Session 22 



Time Sequence of Activities 



Materials 



lOmin. C. Group Discusslbn-Selecting the Appropriate 
Degree of Openness , 

1. ' Uncover flip charts showing target groj4p$ 

And training goals one by 6ne. - 

2. For each target group, have trainees discuss 

. ^ what degree of opefiness would be appropri- 
ate (see opposite). 



Ss. 



CI. flip Chart 2, 3, and 4, 
Sample Target Groups 



30 mm. 



D. Pair Exercise-Controlled Openness Interviewing 

1 . Divide trainees Into pairs. 

2. Instruct one member of each pair to Tnter- 
vlew the other member, taking 5 minutes, 
and finding out: 

' , a. one .thing the interviewed lilces about his 
or her job, ^ 
^ b. one thing he or she dislikes about it, • 

c. one thing that interests him or her, and 

d. one thing that motivates him o\ Ker* 

3. InstrucMrainees to reverse roles and repeat 
exerelse. 

4. Reconvene participants. ^ 

5. 'Lead discussion, of exerciser, using discussion 
questions opposite if necess^iry. 

/ 
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PsMhc>loglcal Learning Climate 



Points for Discussion 



• Group Dfscusslon-Self^cting the Appropriate Degree of Opeiwejis 



2. Sampft target groups and training goals: 

.' , ■ V- 

" * • V ' 

I ^ . ' • ■ • * ' 

*• "... V - 

• Physlclans^lnform.about new treatment faclHtV; 

• Senior Army off Icers-lnfofm about Army regulat|^ons 

• Inservlcecounselor.tralnlng-^mpathy training 

' A'pprbprlate degrees of opennes;} for the sample target groups: 

• Physklanj-least open because tills situation requires a high-content delivery. . 

• Senior Army offlcers--least open becAuse officers are more used to a highly structured 
learning environment and are more comfortable In It. . 

• inservlce counselor tralnlhg-fpcused openness because It Is appropriate for achievement 
of affective goals. . ' . ^ 

^Palr Exerclse-t^Controlled^ppenness Intervlev/lng . . ° 

. 2. The purpose of this exferclse Is for each Intervlev/er to experience the feelfnjg of coiitrol over 
the intervlev/ arjd to.dlscoyer the kind of openness and trust levels he or she^can establish. 



r 



Olscussion questions: 



• Was It easier to be the Inters^Jewer or (he interviewed? / ^ 

• Was a degree j^trust between partners established? 

• Did each interviewer know what Information he or she was after and how to get it? 

• Did the Interviewer feel that the communication was undei^ his or her control? 



\ . 
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Sess/o/1 22 



Time Sequence of Activities 



MBtefiels 



5m\n, • E. ' Closing Remarks . 

1. Refer trainees to^handoutl, Setting a' 
Uarning Cllrnate. 

2. Ask trainees to read handout 1, which ^ 
summarizes the points made about the psy- 

' chologlcal climate, pn their own time. 

3. Summarlz«(the two Wlons on learning 
climate. ■ 



El. Handout 1,Sett|ng a 
" Uarning Climate 



4. Link to next session. 



/ 
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P(^int^ for Discussion 

E. Closing Remarks 




In those two sessions the Impoftiince of trainer control of the physical and psychological 
learning clliTiates has been examined and trainees have been exposed to some means of con- 
trolling both climate elements. 

The trainees, now that they have lei^rned about the elements of t^e learning climate, may 
wish to apply this knowledge Immediately to their Delivery Tasks In the work session that 
follows. 



155 



Session 23 



GOALS/OfijectlVES; 



• Feedback I 

— — — ^ I . ^ ^ : 

The goal of this session Is to familiarize participants with the process of giving and receiving 
feodbagk and various kinds of feedback between persons. 

By the end of the session participants will be able to: ' 

1. distingulfih^between the three feedback levets of observation, Inference, and feeling and 

2. name three forms of environmental feedback not commonly noticed. 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS; 

PRjMARY METHODS! 

\ ■ s 

EfTING 



40 minutes 



Flip chart paper, tripod or masking tape, markers 

Flip Chart 1 , Types of Feedback (to be prepared from section B) 
Flip Chart 2, Feedback Process (to bo prepared from section B) 

Lecture, individual and pair ex«rcises, discussion 



<ANGEMENTS: 



Drawing 6, Informal Discussion setup 

,(Sce "Illustrations of Various Meeting Arrangomen-ts*' in section IV of this manual^ 



I 
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Tipne Sequence of AQtMtie$ 



3 min. A. Opening Remarks*. 

State purposes of this sessfon. , 



Meterisils 



5 mIn. 

■si 



B. Lecture-Feedback 

1. State purpose of studying feedback. 

2. State types of feedback. 



B2. Flip Chart 1, Types of 
Feedback 



3. State advantages of good communication 
levels. 



4. Discuss listening and being attuned to 
feedback. 



15 mIn. C. Eye Focus Exercise 



1 State purpose of exercise. 

f 

2. Divide trainees lijto pairs. 



T 
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Fe^dbdck I 



Points for Discmion 
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' ' ' ' " "" ■ " ' " ' " ' ' — ^ 

A. . Opening Remarks * * - 

• • The purposes of this sessiop are to enable the tralnees.to develop an awareness of th© ever-present 

phenomenon of feedback and to help them acquire skills In Communication and feedback. 
' B. Lecture-Feedback ' , ^ 

1 . By studying how feedback works It Is possible to develop ways of Improving it as a source of 
communication between trainer and trainee. * 

2. Feedback may be: 

^/ a. verbal. In the case olF content feedback, or * 
' b. nonverbal, vyhen psychomotor activity 1; Involved. 

c. When verbal and nonverbafmesSagesare In harmony the .communication is experienced 
as genuine and believable. , • , 

3^ Empirical evidence indicates that the better the tommMnication l^vel is, the better the 
trainingsituation will be in^termsof: ' ^ - 

a, openness, • * - ( 

b, learning,} ^' 

c, creativity, ' ^ 
work, and ' " " 

e. goal achievement. 

4, The trainer needs to monitor the fecdbacic from the learner in order to direct the flow of 
the learning activity. Listening to feedbacic is a three-step pr<ipes|^: 

a. Observation, inclMding: ^ . 

(1) hearing the verbal content of the messages, „ 

(2) hearing the feeling tone behind the words; and 

(3) seeing the nonverbal messages transmitted movemetits. 

b. Inference, or drawing conclusions from Incoming data. Such inferences may always be 
checked with the learner for accuracy. 

c> Emotions or feelings, which should always be acknowledged, so that reactions on thd 
basis of past experience may be prevented from interfering with present learning conditions. 
C. Eye Focus Exercise 

1 . The purpose of the following exercise is to demonstrate to the trainees how much input is 
being transmitted constantly by the "here and now" environment^ 
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Time, Sequence of Activms Materials 
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C. (continued) 

3. Delivering instructions smoothly and sloSvly , 
^'^i with pauses where appropriate, tell trainees 

/• '^-x 'to: ■ 

( ) a. Lock eyes with partners. 

b. Listen to other sounds, the sounds that are 
always present In the room, such as the: 

(1) ventilation, 

(2) chairs squeaking, 

(3) sounds In the foyer, and 

(4) sounds of other people in the building 
as a whole. , * 

c. Move hands to the side of the head. Just 
beydnd the limits of peripheral vision. 

4. Discuss exercise, using discussion questions 
opposite if necessary. 



15 min. D. Here and Now Exercise 

1. Divide ttlaine^s Into pairs. rf 

-y - 2. Instruct oke member of the pair to ask the 

other to tell what he or she observes and then 
remain silent. 

3. Instruct the other member of eaCh pair to 
describe to the first exactly what he or she is 

. observing at the present monjent, in the here 
and now, with no inferences, feelings, or 
conclusions. 

4. Allow 3 minutes for the texercise. 

5. Instriilct trainees to reverse roles and repeat 
exercise. ' : V, ' 

6. Discuss the exercises, using (fuestions for 
discussion opposite if necess|ry. 
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M$ for Dlscu$$loti 



(continued) 




\ 



\ • 



4. Discussion que.$tions: . , v 

• What new sounds did tiie trainees iiear tiiat tiiey were unaware of before tiie exercise? 

• Were tiiey aware of the extent of their peripheral visior) as shown by moving their hands 
with their eyes locked forward? 

• Can feedback from the environmeht ever be totally prevented^ 
Here and Now Exerd)se ^ 




6, Questions and points for discussion^ 

• Was it possible to limit what was being describedabsolutely to the'here and now? 

• Was It difficult for the partner receiving the feedback to remain silent? 

• People want to put a meaning to or make an inference from»\yhat thfey observe; this is 
what gives rise to subjective feeling. 
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ry/77e Sequence of ActMties 



2 min, 



E. Closing Rer 

1. Review session. 



2. Link to next session. 



4 



Materials 
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Points for 0i$cu$sion 



. E. , Closing Remarks ' 

V 1. During this session the trainee has been shown ihat feed^ck is present ih every^^^^ . ^ 

. even the most controlled, and It Is necessary for him or her as a trainer to be te^ptive and 
aware of this feedback. , ( 

2, In the next session the trainee wlll learn about the two l^inds of feedback: negative and 
positive. , f 
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Session 24 



Feedback II 



GOALS/OBJECTIVES; The goalx>f this session Is to Increase understanding of and skill In receiving arid giving useful 

feedback,. , • \ ' 

By the end of the session participants will te-able to: ^ 

1. name three of the five rules of giving feedbiac1< and 

2. apply all five rules by critiquing a dramatization In V/hlch negative feedback Is given. 



TIME REQUIRED: 

EQUIPMENT: 

MATERIALS: 
0 (Handouts and 
references are found 
in the Participant 
Workbook.) 



IVi hours 



Flip chart paper, tripod or masking tape» markers 



Handout 1 , Rules of Feedback 

Flip Chart 1, Negative Feedback Task Instructions (optional: to be prei^ared from section C) 
Flip Chart 2, Positive Feedback Task Instructions (optional: to be prepared from section D) 



PRIMARY METHODS: Lecture, group dramatization, discussion 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal Discussion setup 
Drawing 2, Workshop setup 

(See "Illustrations of Various Meeting Arrangements'^ in section IV of this manual.) 
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Session 24 



Time Sequence of Activities 



Materials 



3 min. 



A. Opening Remarks 

1 . State purpose of this session. , 



2. State sequence of activities. 



15 min: B. Tlie Rules of Feedback 

1 . Refer tpinees to handout 1 , Rules of 
Feedback. 

2. *^eview the five rules. 



B1. Handout ^t l^ules of 
Feedback 



1 1 



35 min. 



Negative Feedback Exercise 
1. Set up exercise: 

a. Make introductory remarks. 



. b. Describe exercise.' 



C. Divide trainees into groups of four or five. j 

d. Instruct all trainees that the dramatization 
. should be constructed around a training, 

management, or counseling situation, with 
one person playing the role of trainer, and 
the rest as participants. 

e. Instruct hak of the groups to prepare a CI e. Flip' Chart 1 , Negative 
dramatization in which the trainer receives Feedback Task Instruc 
negative feedback. tlons (optional) 

f. Instruct remaining groups to prepare a 

dramatization In which trainer gives negative ^ 
feedback. 

g. Stress that these dramatizations should 
illustrate the right way of dealing with 
negative feedback. 

2. Allow preparation time. 



\ 
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Feedback li 



Points for Discussion 



<■ .m 



A. Opening Remarks ^ , " - 

m - • ■» • ■ 

1 . The purpose ofthls session is to give the trainees practice In giving and receiving the two 
kindsoffeeclback'. positive and negative. ■ ^, 

2. This will be accomplished through two group dramatizations that will illustrate the correct 
way to handle each type of ifeedback. / ; 

B'. The Rules of Feedback • / ' \r 



2, Rules of feedback: 

a. It should be requested by the recipient and remain under his or heir control. 

b. It should be specific and refer to things, places, and events; not people. 

c. It should be directed to behavior or events which are amenable to change. 

d. It should be Current. ; „ 

e. It should b^ related to^und limited to, the goals and objectives of the trainiog program. 
C. Negative Feedback Exercise ' - 

• * • • 

la. Both giving and receiving negative feedback arouses anxiety— the One because it raises fears 
of toeing destructive, and the other because it might lead to being hurt. The purpose of this 
exercise is to give practice in handling negative feedback situations. 

b. In the exercise the trainees will divide iQto groups of not more thjin four or five. Each group 
will have 15 minutes to prepare a dramatization of a situation Thvolving negative feedback. 
Each group will then present the dramatization to the others. 
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Session 24 . ' 




Time 


Sequence of Activities 

— ' >, , ' .Ui1' ' '.. 


Materiel^ 




C. (continued)^ - y 

• 


» ■ ■ . ■'^/'. 


V 


, 3. Present dramatizations: ; 

a. Limit each dralriatization tQ^!;mlnute$. 

b, . Discuss eacli dramatization, usfng dis- 
■> cussion questions oppQsite as needc;d. 


* • * .'^^ ...... ' 

V 

f 

■ " •' ■ ' 

■ J 




V • • ■ * ■ • ■ 


/ ■ • 


35 min. 


) D." Positive Feedbacl< Exercise 
1. Set upexefcise: 

a. Malce introductory remarl<s. 


■ 0 ' I . • 

.X 




t b. Describe exercise. ^ 


^ , , • . 


* 

' ^ <^2mln. 


c. Repeat all steps of previous exercise, sub- 
stituting positive for negative feedback. 

* 

E. Closing Remarks 

1 . Reviev^^ purpose of session. 

2. Link to next session. 

\ 

f 


Die. Flip Chart 2, Positive 
Feedback Task Instruc- 
tions (optional) 

) 

1 


* 




V 


/ 


1 

. . ■ ■ ) 
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/' 


168 . 


• 


V 


ERIC 


i 





Feedtfackll 



Points for [)l6cussion 



C (continued) 



3b. Discussion questions: 

• What principles of feedback did the dramatization illustrate? 

# What rulis were violated f 

.•Is negative feedback better presented verity or nonverbally? 
s D. Positive Feedback Exercise 



la. Positive feedback also arouses anxiety -the giver v^^onder^ if he or she is being sincere and 
the receiver qjuestions whether the l^eedback is real. ' ^ - 

b. The feedback exercise just completed will now be repeated to illustrate the techniques of 
givinK and receiving positive feedback. 

; . ■ ■ ■ • ■ . \ ■ 

E. Closin|[ Remarks - * 

1 . The purpose of this session has been to give the train4!es practice in the difficult art of giving 
and receiving feedback. , 

2* The ability to give and receive feedback is especially important in dealing wida small groups, 
which will be the subject of the next session. ^ 
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Session 25 



Small Group Skills 



GOALS/OBIECTIVES: 



TIME REQUIRED: 
EQUIPMENT: 



MATERIALS: 
(Handouts and 
references are found 
in the Participant 
Workbook, except 
hartdout 2, Role 
Descriptions (in 
Section IV of 
this manual.) 



The {;oais of this, session are to: . ' 

1. introduce th^ participants to the technique of objjerving^ group processes and 'sw 

2. familiarize the participants with some ways of making interventions in the group activity. 

By the end.of this session participants will be ^bie. to: 

1 . demonstrate their understarid|ng of observation techniques by selecting appropriate exam- 
pies from a group dramatization to illustrate communication patterns, group decisionmaking, 
and^^roup needs and 

2. analyze and evaluate intervention techniques suggested by trainee gfoup for one resolution 
of axritfcai incident. ' . 

2/2 hours 

Flip charipaper, tripod or masking t^ipe, markers, video tape equipment, large name badges for 
•role players to.wear.to identify their characters, paper and pencils 

Handout 1 , What to Observe in a Group ' *' 

Handout 2, The Situation Role Descriptions 

Handout 3, Group Process Note Sheet < , \ 

Handout 4, Interventions 

Handout 5, Bypasses for Roadblockers. 



f RIMARY METHODS: Lecture, group dramatization, discussion, small group exercise 



MEETING 
ARRANGEMENTS: 



Drawing 6, Informal Discussion setup 
Drawing 2, Workshop setup 

(Sec 'Mllustrations of Various Meeting Arrangements" in section IV of this manual.) 
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Se$!^lon25 



Time Sequence of Aotivities 



5 min. 



— t— — — ^ 

A. PfeUmlnaicy ^ 

1 ; Secure eight volunteers to take part in the 
following group dramatization, 

2. Tell them they wJII be playing parts, to be 
described later, to illustrate group interactions. 

Opening Rernarks 

1 . State purpose of this session. 



Meterials 

— 7" 



2. State sequence of activities. 



15 min. C. Lecture-What to Observe in a Group 

) . Refer trainees to handout 1 , What to Observe 
in a Group, v^hich is the basis for the lecture. 

2. " Discuss techniques of group observation. 



CI. Handout 1, What tb 
Observe in a <Sroup 



f . 



3. Review the thrfte stages of an evolving group. 



4. Answer questions. ^ 
60 min. D. Group Dramatization-Staff Meeting 
1. \ Describe activity. 
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■ ^ Small Group Skills 



Points for Discussion 



A. Preliminary f' 

There are no. discussion points for this section. 
•1 ■ 



B. Opening Remarks 

1 . The purpose of this session Is to Introduce the trainees to the subject of group observation 
and to the techniques of Intervention, as well as to give them practice in using small-group 
skills. 

» 

2. This session will center around two activities: 

a, a dramatization that will serve as a model for group obsfljrvatlon and 

b. small-group dramatizations of intervention techniques. ' 

C. Lecture— What to Observe in a. Group 



2. Group observation: i 

• ? ■ . - 

a. Group observation should include both cdntcnt and process: 

(1 ) Process is what is happening in the present. 

(2) Content is what is being discussed and usually derives from the past. 

b. Communication patterns (Who talks to whom? When? Who leads the discussion? Who 
influences decisions?) are important observation points. 

c. The observer should notice how the group finally acts: how the decisions are made and 
\ by whom. 

3. The needs and productivity of a group change with its age. There arc three principal stages 
in the evolution of a group: 

a. Infancy-^The group is a collection of individual personalities displaying approach/avoidance 
behavior to one another. The trainer will need to give personal attention to each member. 

- b. Adolcscence-Thc group may now be characterized by aggressiveness, as the individuals 
form factions and partnerships and leadership and group norms arc established. 

c. Maturlty-Thc group has solved its group conflicts and is ready to proceed with the'ta&k 
at hand. Rarely is a group able to devote more than one -third of its allotted meeting time 
to the actual task. 

( . . • 

D, Group Dramatization— Staff Meeting 

1 , Eight trainees\^ve consented to dramatize a classic group situation-the staff mecting-for 
the benefit of the rest of the course Members. Each of the eight has been assigned a role to 
play but none knows the role of the others; therefore, they will be reacting to each other's 
roles In a real way. Following the 15-mrnute dramatization there will be a video tape replay 
of it fpr further observation and then a discussion of the group dynamics tfiat were exhibited 
in the dramatization. « . . 
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sequence of Activities 



Materials 



D. (continued) 



2. Assign roies to voiunteers and pass out a 
description of eac>) role to the appropriate 
individual. (Participants are to $^ee only their 
own role descriptbns,) Give eacfi <^ badge 
with the name of the character he or she 
will play. - ' 

3. Refer group to handout 2, The Situation. 
Allow time for trainees to read It. 

4. Have volunteers present the dramatization. 



D3. Handout 2, The 
Situation 



5. 
6. 



7. 



Introduce video tape replay. 

Refer trainees to handout 3, Group Process 
Note Sheet and advise all viewers to make 
notes on processes they will witness. 

Run video tape. 

Discuss the dramatization, using questions 
for discussion opposite if necessary .'^ 



D6. ^Handout 3, Group 
, Process Note Sheet 



^. Asl< the role players to riead their character 
statements to the audience. 

10. Summarize dramatization and linl< to 
intervention section of session. 

.1* 

I ' . •■ 

4 

Break | 

E. Lecture-Intervention Techniques, 

1 . Refer trainees to handout 4, Interventions- El . Handout 4, Interven- 
♦ and handout 5, Bypasses for Roadblockers— tlons 

and allow time for participants to look Handout 5, Bypasses 

over briefly. for Roadblockers 

2. Define intervention. 

3. Rtevlew when Interventions are made. 



r J ■ ; Small Group Skills 

Points tor Discussion 



D. (continued) 



4. In order to allow the role players a chance to observe group process th(i dramatization will 
be viewed on video tape. 



8. Questions for discussion: . 

• What kinds of comniunlcatlons patterns were observed? 

• How were group decisions made? 

• What group needs and Individual needs y^ere evidenced? 

• Who rhade attempts to focus the task or to lead the group? 

• Who agreed or disagreed wi^h who;n? ^ ^ 



10/ During this dramatization trainees havfi been shown what to look for in the small group • 
process. In the last part of the session they will fearn what to do or say when they obsqrve 
the group getting off track. 

Lecture— Intervention Techniques 

1. The handouts show several types of Interventions, The ryiajor kinds'are task and climate 
interventions. lnterventions( may use humor, if appropriate. 



2. An intervention is an interruption of an ongoing group activity that influences the direction, 
content, behavior, or climate of a group. . 

3. Interventions are made: 

a. When a jgroup needs to be moved from a nonproductive area to a productive one. 

b. When the work on the task needs to bt speeded up. 

# 
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[ n" T' f 11 ^ I t • II ■ ■ ■ 

Time SequencB of Activities 



J 



E?^contJnued) 
* V 4. ■ Review who can make an Intervention. 

5. fllevlew why iriterventlons are made. 



lOmln. F. Group^Dlscusslon-lnteryeniW Techniques ^ 

1. Ask trainees to give examples of Interventions 
^ from the staff meeting dramatlzatlori observed 

earlier. 

2. - Read critical incident situation (see opposite). 



3. Discuss how to handle the incident, using 
questions for discussion (see opppsite). 



40mln. G. Small Group^Exerclse-lntervention Techniques 
1. Describe activity (see opposite). 

" 2. Divide trainees into groups of four. ^ 

3. Allow 15 minutes for preparation. ' ^ 

4. Have groups read their incldei^ts: || 

a. Allow 5 minutes for each presentzition and 
discussion. 

b. Use questions opposite for discussion after 
each presentation. 



Small Qro.ojD Mills 



E. (continued) ) - 

4. The Interverjtlon can be niade by a group member a$ well as the trainer. If a nonproductive 
situation continues fclr long enough, the Intervention will usually be made by a group mem- 
ber; however, the trainer normally steps In to speed up the process. ' 

5. Interventions are made, to ' 

' a. maintain the balance of a mature group, 

b. maintain- the gr^up process centering on the task, and 

c. malntalji the learning climate of the group. 

* F. Grou^ Discussion-Intervention Techniques 



Critical Incident-A trainer Is In the middle of a training session. Participant X comes In late 
again and begins asking questions. This Is the second day of the course, and he or^ she has 
done tMs three different times. No one has yet called It to his or her attiention. 

estions for discussion: 

Should the trainer intervene? ' " 

If so, hovy^, and when? . , ^ 

I • Ask trainees how they would handle the situation. ^ \ 

(■ G. Small'Group Exercise-Intervention Techniques 

1. „Small groups will construct a critical incident, such as the one just discussed, including an 
example of intervention by a trainer. ' ^ 



f 

4b. Questions for discussipax« 

• Why was this form of intervention chosen? 

• W^at other interventions were considered? 

• Wa^he intervention climate- or task-related? 

• What was the effect of the dramatization? 
Te^iching points to elicit: 

• Interventions are influenced by many variables. 




I 

♦ They are very unpredictable* 



Interventions can be detrimental as well as useful. 



i 
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Session 25 



Time Sequence of Activities katerials 

— , ■ ; ; - ■ — ~r 

lOmln. H. Cloitng Remsjpks 

, t. Summarize session. . 



± Link to Delivery Task presentation period. 
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Points for DBcussion 



H. Closing Remarks 



1 . During this session the partl^jlpants have learned that the trainer Is (^onskntly observing the 
trainees and how their activities conform to the goals and objectives of the program. He or 
she has learned how to make an Intervention In a group proces^ to protect the learning 
climate and/or to focus the task. 

2. The rest of the training progri^m will be devoted the presentation of the Delivery Tasks by 
the trainees. 
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SB$siofi 26, D^very Task Presentation and Evaluation 



4. 



. ' GOALS/OBJECTIVES: The goals of the Ddivery Task presentation are to: 

1 • give the participants practice in using unfamiiiar delivery techniques and ' 
^. give them exf^enceV^bserving and evaluating delivery techniques^of others. . 

touring the presentation perioU^articipants deliver their ov/n learning activities and evalu- 
. \ip presentations by others. Because this part of the training program is.performed by the 
trainees themselves, the few notes given on this session refer to th^ beginning of the session 

and are inserted to remind the traineiN^f some important points to mal<e before the presenta- 
tions begin. 



TIME REQUIRED: 
EQUIPMENT: 



MATERIALS: 
(Handouts to be 
found in the 
Participant 
Workbook.) 



Depends on the number of participants. Allow at least 40 minutes for each presentation. 

Participants should be responsible for equipmerkfor activities. Video tawkequipment is 
recommended for the eva|uati6n activity for piaybat^ ^nd assessment. 

V 

Make sure there are plenty of evaluation guides available; participants are responsible for. pro- 
viding their ow^n materials. 

Handout 1 , Evaluation Guide (from session 18) 

Reference 1, Presentation Scljedule (prepare ahead of time) 



PRIMARY METHODS: Depends on particular presentation. 

MEETING / 
ARRANGEMENTS: Depends on particular presentation. 



I 
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Session 26 



Time Sequence of Activities 



r: 



Materials 



A. OpWng Remarks 

1. intMuce presentation period. 

Z State rolfUkf trainer during the presentation 
perlodf. 



\ 



B. Reminders to Trainees 

1 . Instructions to evaiuators. 



B1 . Handout 1 , Evaluation 
Guide (from session 18) 



2. Time: 

a. Announce time restraints, 

b. Announce schedule of Design Task 
presentations. 

^)eslgn Task Presentations 

1 . , Turn session over to first presenter. 

2. Following each presentation, have presenter 
ask for comments, as time allows. 

D. Closing Reniarks 



C. 



B2b. Reference 1 , Presenta- 
tion Schedule \ 
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Delivery Task Presentation and Evaluatlbn 



Points for Discussion 



A. Opening RemarkSf • , 

1 . The final section of the trair\lng session will, be devoted to the preserttation of Individual 
trainee's Delivery Tasks. 

2. During the presentation period th^ trainer will turn the course ov6r to the trainees: 

a. Trainees will deliver the activities. 

b. Trainees will evaluate the deliveries. « 

c. Trainees making presentations should consider the trainers to be members of the group". 

B. Reminder's to Trainees 



la. Presenters may wish to have audience evaluate them in specific areas, in which case they 
ihoutd notify the audience before starting the presentation. 

b. Presenters are to select two trainees to act as intensive jevaluators before the beginning of 

ttie^p''esentation. 

"~. " » 

c. \Presenters are to make sure the audience has enough copies of the evaluation guide if use 

of this aid is desired. 

'J 

2a. Presenters will be held to the allotted amount of time, give or take a few seconds. 



C. Design Task Presentations 

There are no discussion points for this section. 



D. Closirig Remarks * • . 

1. Thank trainees for their presentations and ask If there are any final questions or comments. 

2. Briefly review the major topics of the training course. 
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Secretary's kole 

The Secretary has onjy been on the job 2 month^nd Ras received no tr^^jning or education about ^aicohol or alcp^ ^ 
^nc oeople. He or she is afraid of '^drunks." He orshe is^lso rjaluctant to^admit this femo mhm' around Ihl?; 



^lic people. He'or She is atrald or -arunKS. ne or smb i^^isu i^iuvi«..v t^a-.^^v ..... . w^...™,,^..,.^..- -. „A -^^ 

pjace." He pr sh6 needs the job and wants to succeed. 



' '' s. 



/ ' " ' „ * ■■.''•:..7i . iSMsioaio . 



Senior Counselor s Role . 



The Senior.Gounselor is an A.Ar.membSt. Allh^Vshe knows about Antabuse is what he or she has h^ard in 
AA.. and the Information has been co«,tra^icto^. The other counselors in the ^ency are in the '^^mer^ ua .on 
iC enior counselor is suspicious oC "shVinks" and believes chemotherapy Wan ex r(^me measUre. He or she 
loves a'a. and is very defensive .about its effectiveness. The senior counselor d>js not kn<?w the interviewer and is 
suspicious of his or her motives. . ^ ^ ( . 



■ .- r 
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ft Director's Role 

The Director feels that time spent on/paplrwork i^ not as valuable as time spent In counseling Therefore the 
staff has never been taught how to l^iep clip'nt records ahd ^m,*- organ izafional priorities would have to change 
before the proper atmosphere woul^ exist to support careful rboprdkeeping. 
, The director is reluctant to admit this even to himself or'herself. He^or ?he usually blames the staff for poor / 
records. » y ' . * ^ - 



( . Handout 2 



Role Pejicnptions V 

(Note to tralnorr Copy arid pass roles out individually, one to a player. Do not give players copies of roles oth6r 
than their own.) - <^ 

Director; ' 



You are treatment-oriented, care about your staff and patients, and believe agency decisions should be ^ 
made democratically by the staff. YoU are impatient with administrative details and leave the bulk of the 
, paperwork to the administrator V 

i^dministratoh ^ y ' 

You are hard working and overworked. You do not believe your role is to make administrative decisions for 
the agency, but you are more than willing to carry outnhose requests that the director makes Of you. 
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Social Worker: 

You are youqg, intelligent, and well trained in clinical" social work but lack agency experience. You often 
. fecj unsure 6f yourself, 'discqOraged with your mistakes, and^anxious to learn from others more experienced. 

Psychojoglst: ' ^ ^ ^ ] • ^ ' i ^ 

' , Restively new to the agency, you believe it)acking in botH>m' dirifction and good administration and 

beHevejVou could.do i better job at both. You are a good psychologist, however, and believe you can catch 
more ffies with^ honey t)i»an vinegar. . ^ 4 

Counselor I: * ' w» . 

You are easygoing, li|<ablc, and willing to go along with any decision. You hSvc a good sense of humor and 
like to clown. 

'^^^ ■ . , , . 

Counselor II: * ^ \ 

V 

You are wfell trained, haye2 yeirs' experience, and arc very serious andiptcnsc about your wprk. You 
believe the psychologist 'is just v^hat the agency needs. ' / 

Counselor III: A ( 

You have been sober for 3 years and.have been a counselor for approximately a year. You rely heavi>y'bn 
A. A. for help with your clients. You Have trouble staying in the hero and nOw. 

Counselor IV: . ' . ' ^ 

'^^ \ . ■ " ^ , 

You are-middlo aged, have a wealth of experience in a variety of agencies (l)oth good and bad), and arc in 
A. A. 1 2-ste|i^worK. Your modest salary^ls supplemented by a gerieroys ArVny pension (you rctirpd as a full 
cfolonel). You are nl^turc, wise, and moderate. The jfratcful benefactor was ybur ^client. 
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The facilitator will need a coW of each of the following books, which contain important conKJnt covered In 
various sessions of the training program. These materials may be available, from yourlpubllQ library or other 
local educational resource center such as a community college or university extensioh. 

Goal Analysis (for usq in TAT session 4) 

Robert F. Mager ^ ' ^ 

Lear Siegler, Inc/Fearon Publishers 

6 Davis Dr. ^ / . 

Belmont, Calif. 94002 • ^ ' W ^ 



Analyzing Performance Problems (for use in TAT session 8) 
Same author and publishfcr 



Preparing Instructional Objectives {tor use In TAT ses$ibn 12)^ 
Same"^ author and publisher , ' \ 
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A Note to the Trainer Regarding Needs Assessment 



The target audlonco for wJiQm this training program was doslghod Is described on page 2 In sectiiM) I of this 
manual. On the following pages are forms to help determine more precisely the n^eds and Interf ts of'the target 
audlonce^as a basis for planning a mInlcoUrse or some other modification of the total course. 
Two sets of forms are provided: one for selecting a minicourse and one for selecting Individual sessions. Each set 
consist?; of two parts: an assessment form to send to prospective partlclparits and worksheets for^tabulating their 

The assessment form should be sent to prospective parfclpants^jong wlth:a cover letter announcing the course 
dates, location, and other descriptive lnformatlon,.as well as instructions for completing and returning the form. 
The tabulation of responses can be accomplished by using the appropriate worksheets. Step-by-step Instructions 
are Included for' determining the minicourse or session most partlclparits are interested In. 
The assessment forffis and tlibulation worksheets provided arc: - 

• Minicourse Assessment Form / 

• Tabulation of Minicourse Assessment Fpri^s. ' - 

• Session Assessment Form 

• Tabulation of Session Assessment Forms ^ 

Please note that these forms are provided only as models and may be adapted by the trainer to fit a particular 
situation. - * • ' 
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Mlnicourse Assessment Fprir^^ 



(for 1 to 2 days of training) ^ . 

The training program you are invi^d to apply to attend will last: 
(to be cKecked by trainer) 



1 day 

2 days 



* — 

In the space provided beloW.; rank the following minicoufse topics in the order that represents your strongest 
training needs.' (1 = strongest; 5 = weakest) . . 

(A) Assessing Organisational Training Needs-learriing how to identify agency needs, problems, and 
concerns that can be addressed by training (rday) , ... 

(B) Assessing Individual Training Nb?ds-loarning how to ascertain the training needs of agency staff 
(1 day) 

/ (C) .Defining Training Outcomes-learning how to define the outcomes/expectations of a training event 
(2 days-do not sele^ if program runs only 1 day) 

(D) Adult Education Theory and Techniques^how adults-learn and how their learning is facilitated (1 

(E) Sning Group Discussion Uader-how to get groups of adult learners t6 work productively (1 day) 



Letter 



Full Title of the Mlnicourse ' \ 



1. 
2. 
3. 
4. 
5. 
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Tabulation of Participant 
Minicourse Assessment For-ms 




(for 1 ' to 2Tday program) . 
1 . Count up tfio number of 1 ratings received for each mhicourse and multiply by 5 to get course-scoro: 



Minicourse 



* ■ 

A. Assessing Organizational Training Needs 

B. Assessing Indivickial Training Needs 

C. Defining Training yutcomei 

D. Adult Education Tfl(|ory and Techniques 

E. Training Group Discussion Leader . 



#of 1 ratings 



Score 



X5 
X 5 
X.5 
X 5 
X5 



, 2. Count up the number of 2vratings received for each nlinlcourse and multiply. by 4 to get score: 

^ r— ^ -T , 




A. Assessing Organizational Training Needs 

B. Assessing Individual Training Needs 

C. Defining Training Outgonies j 

( 

D. Adult Education Theory and techniques 

E. ^Training Group Discussion Lc^id^ 




3. qouhtup the number bf 3 ratings received f<Ji; each mln)cour$e*an^^ hy 3 tb f*,ts<!Or«'. 



" Minicourte 




■ ■ ■ 


Score ^ 

'l ' IJI 


A* Assossins OfRanizational Training Naeds 


■ * * d 


ft 

.^ffj X 3 


0 

» .1 


B. Assessing Individual Training Needs 




" X3 




C Defining Training Outcomes 




X3 




D, Adult Education Theory and Techniques 


4 


X3 




E. Training Group Discussiot^ Leader 

i 


• . » /" . 


X 3 


— ^ 


u — , — ' , . . . 

<> 

4. Count up the number of 4 ratings received for each minicourse and multiply by 2 to get scorer 




Minlcourse 


f of 4 ratings 




Score 


A. Assessing Organizatiqnal Training Needs 




X2 


J-* 


B. Assessing Individual Training Ne^ds 




X2 




C. Defining Training Outcomes 




X2 




D. Adult Education Theory and Techniques 




X2 




E, Trairrfng Group Discussion Leader „ 

— y 




X2 





• 5. Count up the number of 5 ratings received for each minlcourse and maH^ that number the score; 



Minlcourse 


f of 5 ratings ^ Score 


A. Assessing Organizational Training Needs 

■ •. ■ > 

B. Assessing IndividuafTr^ining Needs 

4 

C Defining- Training Outcomes " ^ \ 
D. Adult Education Theory and Techniques 
'E. Training Group Discussion Leadeli 


- — §^ — — • ■ ■ ' 
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6\ Add score?*fw^^ to get 



scores; 



MInlcourse. 



A» Assessing 
Organizational 
Training Needs 

B, Assessing 
Individual 
Training Needs 



C Deflhing Train- 
ing Outcomes 



D. AdulKEduca- 
tipn TH^bry and 
Tecfiniques - 



E, Training Gf\oup 
DiscUs^ioh 
Leader 



Score 
from 
1 



Score 
from 
2 



Score 
from 
3 



Score 
from 
4 



Score 
from 
5 



7. Select tiie mlnlcoUrse with tiie iiigiiest score. 



Ses^ljon Assessment Form 



In the space provided below; rank the five most important session topics in the oi-der that represents your strong- 
est trairiing needs, (1 = strongbst; 5 =^ weakest) 

(A) Basic Assumptions-an understanding of the basic principles underlying adult learning (45 minutes) 

(B) Goal Analysis-dealing with "fuzzies": know how to develop clear and adequate outcome statements 
(1 hour) 

(C) Instructional Objectives-how to formulate specific learner outcome statements (1 hour) _^ 

(D) ' Adult Learning Theory-covers Malcolm Knowles' analysis of the four basic adult qualities that affect 

, adult learning (I'/i hours) . 

(E) Psychological Learning Climate-how to ij-eate a climate that enhances learning (40 minutes) 
|F) Feedback l-ground rules for giving feedback In group learning situations (40 minutes) 

(G) Feedback 1 1 -practice in applying feedback ground^rules (1!^ hours) 

(H) Small Group Skills-how to analyze the dynamics of a group that is/is not working well {TA hours) 

(I) (Other sejslon(s) trainer would like to adapt and run) 

Letter FjjU Title of the Session . , , 
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Tabulation df Se$slon\^s^$smpnt Forrns 



\ 



\ 



(for conducting Indlvldugl sessions) 

1. Count up the number of 1 ratings receivecLfor ^ach Session and multiply by 5 to get course score: 



Session 



A. Basic Assumptions 

B. Goal Analysis 

C. Instructional Objectives "S* 

D. Adult Learning Thqory 

E. Psychological Learning Climate 

F. F^dback I 

G. Feedback II 

Hi Small Group Skills 

I. Other^Session(s) 



#of 1 ratings 



X5 
X5 
X5 
X5 
X5 
X.5 
X5 
X5 
X5 



Score 



\ 
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2,.Count up the number o1* 2 ratings received for oach swsfpn and multiply by 4 to get score: ^ 



Session . > 

< .... , ■ •" 


jj^of 2 ratings 

, . ' J ' 1'- . ' ' . 




Score 


A. Basic Assumptions 


<» . * 


X4 




* * ■ . . 

B. Goal Analysis 

C. Instructional Objectives 


s 


X4 
X4 




D. Adult Learning theory 


.■ I 


X4 




E. Psychological LearningClimate 


i> 


• X 4 




r. Feedbac|< 1 ^ • 




' ..X 4 








G. Feedback II 




X4 








Small Group Sl<ills 




X4 










1. Other Session (s) 




X4 








3. Count up the number of 3 ratings received for each session and multiply by 3 to get^core: 


Session 


#of 3 ratings 




Score 


' A.- -Basic Assumptions 




X3 




B. Goal Analysis 




X3 




C. Instructional Objectives . 

V 

D. Adult Learning Theory 




X3 






X3 


V-. 


E. Psychological Learning Climat^^ 




X3 




F. Feedbacl< 1 




X3 




G, Feedbacl<ll 




X3 


1 1 J - 

t 


H. SmairGroup Sl<ills ' 




X3 


/ 


1. ' Other Session (s) 




X3 

A .. — ■ — : 





♦ 



4. 



V 



2 to get iCQtp: 



Session 



A. Basic Assumptions 

Goal Analysis 
C. Instructional Objectives 
D4 . Adult Learning Tiieory 

Psychological Learning Climate 

Feedback I 

G, Feedbaclcll ^ 

H. Small Group Skills 
L Other Session (s) 



\ ))»of4ratlng« 



X2 

I 

X2 
X 2 
X2 
X2 / 
X2 
X2 
X2 
X2 



5, Count up the number of 5 ratings received for each session and make that number the score: 



Session 



A. Basic Assumptions 

B. Goal Analysis 

C. Instructional Objectives 
D;, Adult Learning Theory 

E. Psychological Learning Cy mate 

F. Feedback I 

G. Feedback 1 1 

h: Small Group Skills 

L Other Se8Sion(s) 



# of 5 ratings 



Store 



ore 
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6, Add score of each mlnlcourso unde^l-5 to get cumulatlve4Cores: 

i A . , ■ ■ I t ■ m " ^ ' ^ ' ' . 



Minicourse 



II A. Ba§ic 

Assumptions 



Score 
from 
1 



frbm. 
2 ' 



Score 
ft^om 
3 



Score 
from 
4 



Score 
from 
5 



Total 



r 



B. Goal Analysis - ^ , 


C. Instructional 

Objectives ^ 


I' ' 


b. Adult 

Learning ^ 
Climate 


♦ 


E. Psychological 
Lijarning 

'Climate ^' \ 




F, Feedback 1 \ 




_ — ^ » — ^ — , ■ ' i ■ . " . ■ 

G. Feedback II ^ ' . 


H. Small Grpup v 1 • 

Skills \, ] , ' 


(1. Other Session(s) 


1 , . J — 



\ 



7. Select the session(s) with the highest score. 



■ / 

/ 
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Round Table Dieipusslon 

o o o o 




oooo 



Classroom 



] nu 



OOP O.QQ 

r~~i ( 



ooo ooo 



Auditorium 



□ 



0000 

oooo 
oooo 
oooo 



SYMBOLS: 



oooo 

OOOO 

ooo«? 

OOOO 



Q Chair 



^4r Workshop 

OOO -QOO 



o r~i oQr 



000 - --0 00' 



ooo . 



OOO 



o 



o o 



ooo 

5; Theater 



ooo 



ooo 



- O.. A, :0 





O] 



OqO 



a, 





6. Informal Discussion 



) 



o o 

' o. . o 

Desk or Table Podium' 



4 n 



/ 



Traidng Xlcoholismlraiirj^^^^^ ' / 
Participant f re/Post Cognitive J^si- « . 

fto be administered St the beginning and end c^f course) » 





















f 













• • eft 



Participant's Name 



Da^e 



. " 1 . "fihe m(>$t effeJtf^ive way \o select the membcVs of a tr^ipipg gfoMp |? to: (circJIe one) 
' ^ (a) Acceptcveryone who expresses interest in attending. - . *\ 
. ' (b) Accept those with similar job functions and level of responsibility. , ' 

> {9} / Accept those 'v^ith simffar backgrounds bf education, experience',.and points pfj^iew. 



. . , 2-. ■ Xralning^iolirtionS are most successfuHn cases where performance problems arcTcaused by: (circle bne} 
* • (a) Etjvironment-external forces. - 



(b) Motivation/atfttude-irt^ernal forced. ' ' ' . . • ' 

(c) LadK of skill knWiedge. ^ . 

(d) , Equally successfukfor all of tf)e aAove. . ji . 

3; Wfiich of the following are concerns of the Jrainer (T) and which are'outsidc of his or her concech and 

should therefore be handled by someon^ other than the trainer (0)h Pleaseplace a T (Trainer) or CtjOther 

;roup 



Person) In the blank provided. 



(a) Identification of proper training 

• » 

(b) Temperature of meetingjoom 

(c) Curriculum development ' y 

(d) Dottrfmination of organizational goals ^ . _ ' , 
(c) Building in mechanisms for trainee feedback and evaluation 

^f) .Availability of pens, paper, etc. 

(g) Degree of psychologicaKcomfort 6f trainees in the training situation 

(h) Sclecltion of prospective trainees and d(fifcription of selected group- 

' I ' . ^ ^ . ' ^ 

(i) 'Arrangjjmont of fnecting room chairs'and tables ' ' 

^4 



4 ■ 



4. Throughout th^eiout'sc of planning for a training event, Y^^ ^n^y f^avc to obtairt information from various 
sources. An interviev/ is one technique. Whivt areHwo disadvantagos^of an interview? 
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I 



If ft , A 



From th$ fqlldwing list, chook th^ pomd^afsmr to each oHhe following thm amtlons. Wrfta the word 
In the prdper blank, , • 

Persuasive Method 



.Lecture Method 
Demonstration 
Survey 



R0le Play 



5. If the volome of Information to be cohered a. training session is sizable, the training group numbers 25; 
and the instructor is very knowledgeable, What method of delivtiry would be preferable? 



'6. If the inf^rmationlo be covered is emotionally charged yet clearly defined, the trainee group numbers 12, 
* * the trainees are comfortable with each other and the trainer, aod the trainer feels that these tj^alneesjearn . 
best through observation and feedback, what method of delivery would bft preferable? 



7. If a training session is to be designed with the purpose of explaining to a three-member counseling staff the 
> ' proper procedure for recordkeeping as required by neW Federal legislation, what method of delivery would 
be preferable? • . ' 



8. 

y 



9. 



Trainers of adults should be able to write clear learning goals when preparing a training plan. Circle' the 
clearest-of the following goals: . j-' • • /' 

(a) Student nurses in this course willlearn how to care for alcoholic patients in withdrawal. 

(b) Student nurso^win this course will understand the symptoms of impending DT's. ' ' 

(c) At the completion of thij session, student nurses'Wfff^e able to statd three symptoms of impending 
• DT's, and thr|6nr^commended things to' be done for the patient- 
List three characteristics of learning activities, appropriate for 6se with adult training groups. Learning 
activities should be: ' '/ ,, ., 

1 . , ' ■ ■ ■ 

(1) 



I j 



■ i 



10. List three things to look for in observing groups that would assist in assessing the groUp. 



(2) 
(3) 



I 9 1 



J 
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12. 



13. 



At timos, tflsk and/or climate Intorvontlon by the tralnor my be Indicated. Whlcb of th^follow^.^ are most 
appropriately defined as ^^^^^ 

(Task Intei^ontlons) or a (Climate Inte'rventlonjV . MW- nease place a T 

^ (a) HonioV; aimed at easing tension, anxiety. , ' 

' - . • . . . ■ ■ ■■■ , « 

' — ^ (b) Offer an analysis, summary, and/or clj^lflcatlon of material that has bien covered so far. 

- — (c) Identify resouf-ces that might be useful. \/ \ 

' (d) Show empathy for the verbal or nonverbal affek In « group. 

• (o) Diagram or write out what has been spoken, to provide clarity and/or focus. 

■r-^ — (f) Confront. Give data to back up any confrontation. 

■Circle any applicable response. An Instructional objective functions as a tool: 
(a) ' to determine feasibility 

• V- 

(b> to fix accountability ' . . 

(c) to guide t)roperplaryi]ng . 

(d) to insure clear communicatfon 

(e) to evaluate performance 

List three o'f the decisions that have to be made in the construct/on of a questionnaire. 
(1) 



\ 



(2) 
(3) 




14. 



.1 



15. 



Thc Process of comparing observed job'behaviors to stated behavior objectives for tife Job is called*: (circle 

(a) " Goal Analysis 

(b) Job Analysis. ■ ' 

(c) Pcrfprtnancc Analysis ! ' • s . 

(d) Functional Analysis ' \ ^ 

(a) At thb end of the trairt^ing session, fiarticipants will understand t1.ree training issues: 

(b) At the end of the course, participants will have defined a traininftgroup in their agency, -and will ^ 
write ah msem'ce training plan for the next 6' months. . ,V 8,y,mi«wm 

(c) At the comprotion of the course, social workers wij I be aware of the referral sources for alcoholics fn 
their community. 
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V 



16. Is It necessary for instrMCtlohai objectivos t<j ipell^Mt ppTH (1| dMircd bejiavlor tp be «lemwitr«^0 »?y 

, the leacnop.^nd (2) spcclflp standard df^eptable^ert^^^ - > . ; y 

Yes • CD No 



If yes, state \yhy both elements arc essential in three to four sentences. 



If no, state whether pnly (1 ) or (2) is ossentiarand why in three to four sentences. ^ 




1 7. Match the following words in section A with the proper definition in section B. Place the number of the 
word from section A on the blank in section B. 



SECTION A 



(1) . Needs Assessment 

(2) Goal 

(5) Curriculum 

(4) Method 

(5) Simulation 

(6) Media - 



(7) Goal Analysis 

\i) Job Analysis 

(9) Performance Analysis 

(10) Climate Setting 

(11) Openness. Continuum 



SECTION B 

A basic approach to instruction. For example, lecture, site visit, small group discussion. ^ 
The process of describing a job slot and its /function Independent of the incumbent worker. 

/ 

Activities conducted to determine if trainjhg Is needed,as well as for v/hom, what kind, how much, 
etc. ' ^ ^ 

A tool for assessiiftg the learning climate of a group. 

A training activity that is contrivod.to be like a real situation. . 

A Statement of purpose or intent. . , - 

The total instructional plan for a given.unlt. It identifies learning objectives, training con^eni arid 

mcthods„and|5valuation techniques. ^. ^ i 

Any and all physical means used^Jor cbnimunicati/)n between a message sender and t messai 



18,^ ysMNo^v ^re seven major events In the develppment of training, P6r each of these we w6ul4llke you to 
fesjjorid to two questions: 

(a) How well does your training organization perform each event? " 

(b) How well doyoi/ perform each event? ' . ^ ^ ' - 

. '. ; ■'• ' : ) . . ■ 

. , > • ^ .^Ofganlzatfoin " ■. Yome/f 



(1) Assessment of Training Needs EX VG G F .P VP* EX VG G F P VP* 

(2) Sotting of Training Goals and Objectives EX VG G F P VP £X VG G F P VP 

(3) 6eveiopmentofCurricuia " EX VG G F P VP EX VG G F P VP 

(4) Sei6ctlon of Training Methods and Materials EX VG G F P VP EX VG G F P vT" 

(5) , Prpcurementof Training Resources EX*VG G F P VP EX VG G F P VP 



(6) Conduct of Trainiog Sessions EX VG G F P VP EX VG G F P VP 

(7) Evaluation of Training EX VG G F P VP EX' VG G F P A/P 
*EX = Excellent 

VG= Very Good *. ^ ^ 

G = Good 

F = Fair , . t 

P = Poor ^ 
VP = Very Poor 



/ ^ 



1^ 



/ 
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Trali|)ng Alcoholism i trarners 

Answer Key for 

•4 

Participant Pre/Post Cognitive Test 



1. b 

2. c . " 

3. a. T - 

b. T 

c. T 

d. T 

e. T 

f. T 

h. T , - 

L T 

4. (1) costly 
subject to bias of Interviewer 

locl«rc wfethod 

6. rJ)lcblay^ 

7. demonstration 

8. c . 

9. " self-directed 

pfoblenfi-centored 
eji^erlonce-based 
Imnfiedlate In application 

10. content vs. process 
communication 

dcclslonmaklnB procedures ^ 
Individual, group, task needft 



11. a. 


C 


b. 


T 


c. 


T 


d. 


C 


0. 


T 


f. 


C 



Source of Con 

Sesslqn 11,^.1 
Session 8, C.3 
TEPG 

Session 21, Handout 3 

TEP(S 

TEPG 

TEPG 

Session 21, Handout 2 
Session 22, Handout 1 
TEPGs 

Session 22, Handout 2 

Session 10, Handout 3 
Session 15, Handout 1 
Session I SrHandout 3 
Session l5«jHandout2 
Session 12 
Session 13/ p. 5 



S6*^lon 25, Handout 1 ^ 



Session 25; Handout 4 1 
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Answer Key (cont'<l) 



ll all ' \ 

j T3» form of response , " 

\ y sequence of questions 
>' " wording of questions 
contfifijtof cjuestions 

rs. b ' : 

16. Ves^ . " , ^ 

- " The desirpd behavior indicates what performljnce 
° will be expected as evidence of (earning. A 
" ,. standard of acceptable performance serves as a 
measure of how well;or to what extent, the 
objective was achieved, 

• 17, 4 • 

. ' 8) ' • • 
- ■/ ' ' ! ' 

11 > ^ i 

.5 ,. -"^ ■ . . 

2 

3 * V ■■ 

6 ' 



/ 



• r. 



' S0urc9 of Content 

ihpck M^ger for content 
\, Handout 1 



TEPG, p. 16 
Session 4 
Session 12 



Glossary . 
TEPG ^ 
Glossary 

Sessfdn 22, Handout 1 

Glossary^ 

Glosisary 

Glossary 

Glossary 



V. 
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Participant Postsession Rating Form 

•.(admlnf^k^c/ at end of each session) ' 



Session Title 



Date 



Please circle the response which mosAoetJrately reflects your reaction to this session. 

' ■ • *■ • 

- 1 . Relevance of session content to your needs: 



Highly 
Relevant 



Adequate 
3 



3. 



1 2 . 

Relevance of session methodology to your needs: 

Highly ' , 

Relevant \ . ' . ^Adequate 

1 ' ; 2 . 3 

Relevance and usefulness of ha^idouts (if applicable): 

If 

Adequate^ 
' 3 



Highly " 
Relevant 



1 ' : 2 

4. Degree to v^hich you undersloSU the objectives of the session: 



Thoroughly 
Understood 



12 3 

5. Degree to which objectives of the session were achieved: 

' ' I 

Completely . 

Achieved 

1 \ ^ 2 ' V 3 - . - • 

6. Degree of your interest in tl?e session: 
Excellent 

A 1. , " ' ? " - .3 

7. Applicability of session content to your'job duties and responsibilities: 
Highly 



Relevant 
1 



4 



, Very 
Irrelevant 



Irrelevant 



5 



Very 
Irrelevant 

. 5 



Did Not 
Understand 
Them A.t AH 



Not Achieved 
At Alh- ' 

5 • 

Poor 
5 



Very . 
Irrelevant 

^5 



8. Eff«cUvfliiwipff»cilltatorpi;es«ntation:\ . • ' ' • 

■ ■ ■ ..Exti:«i!n«ly . ^ 



9,^ PI»}M« pffor any general comment? pr $ugg6^tionj for Improvement of the session. 



Ineffective 




9^ 
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I, '■ ••■ 



these questions are designed to elicit verbal reactions frbW participants after the training program is concluded. 
The resulting information will complement thfe data collected on session rating forms (if used) and th? final reac- 
tion form, > • . , ■ ' 

1 . What spdciHc topits or sesslpns did you like? Olstike? . For what reasons? . ~ ' 

\^ J • , 

I ' ' %, ' 

f \ 

2. How can specifit topics or sessions be Improved? 



3. Which methods are most effective? Ineffective? ^ 



4. How can the instructor's role be^improved? 



5. In general, will the content covered be useful to you on your job? If not, why not? 

^^Wefe the day's activities in keeping with the session goals and objectives? . Were the objectives achieved? 



7. What other general commenti or recommendations do you have? 
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Participant final Evaluative Review 

( to be administered at end of last session ) ■'' ''\ 



1 

Looking back over the entire Course, please rate the following aspects of your overall reaction to it: 
a. Relevance of seminar content to yourneeds: 
Very . . Fairly 



Relevant 

1 ' 2 

b. "Mix" of intellectual materials mih examples qr applications: 



Relevant 



Very 

Good Mix 



Fair 
Mix 



Not 
Relevant 



Poor 
Mix 



1 



c. 



Trainer/team.performance (i.e., clarity, unity, cooperation): 



5 . 



Very 

Good Fajr 
1 . ' 2' . 3 

d. Course environment (site, accessibility, materials, arrangements, etc. 
Very 



Ap^TToprlate 
1 



.2 



Appropriate 
3 



Poor 
5 



Not 

Appropriate 
5 



e. Opportunity to inform course staff and other participants of your changing n'^eds, views, etc.: 



Ample-Opportunity 
To Be Heard 

1 2 

t Delivery of new information: 
All New , * 
InformatioV) 

1 2 

g. Please rate the course as a whole: 

Very Good 

1' .2 



Some^ 
Opportunity 

3 

Some .Now 
Information 

3 

Fair < 
3 



Little or No Opportunity 
To Express Myself 

5 



No New 
Information 

5 



Poor 
5 



2. During the course, what presentation or activity was wo5/ rewarding to you? 



l9o .. ' .:. • 21 



. V 



Why? 



During the course, what presentation or activity was lea^t rewarding to you? 



Why?. 



How valuable were the handout materials and readings? 
Most Fairly 



Valuable 
1 



Achievement 
3 



Valuable 

■ ,2 3 

How would you rate the\«^lnar as a whole in relation to: 

a. Clarity with which goals and objectives were stated: 
Very Clear Clear 
, 2' 3 

b. Achievemcntof stated goals and objectives: ' " ^ 
High Moderate 
Achievement 

1 2 

List any unanticipated benefits you received from attending this program: 



Not 
Valuable 

5 



Not Clear 
5 

Low 

Achievement 
5 



7 Please add any other comments or reactions below relating to any aspect of the training that had an impact 
on you and that we have not covered in the previous questions (hotel accorhmod?tions, meals, support 
staff sequence of events, workload, library, etc.): 
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METHODOLOCiY: ^ jTbe^ourse i$ presented in a small group format with W20^p'^ttk\pm$. 

'. ^ . . ■ , 

The course has very Httio lectures. It relies heavily on QXped^tial activities, work- 
shops, discussions, rqle plays, etc.' -^^^J\j 

J. The j)articipants>yill becalled'upon to draw from and share thelr^ast worl< expori- 

^ enccs In order to solve problems with which th^y are confronted during training, 

In short, th(i course is designed to present new information and develop nqW sklHs 
^ in the context of participant's past experience. 

FACILITIES, \ 
MATERIALS, & - \ ^ ■ 

EQUIPMENT 

NEEDED: • A meeting room to accommodate 16-5o participants (witti space for small 

group work, ejther in same room or in breakout rooms) f 

, ' . ■ ' ■ 

♦ Three resource booklets for facilitator's w?e in preparation (see list on page 

i88f *^ ; 

• Flip chart 

" • Video tape equipment (optional) . 



TIME: 



• Duplicating facilities for running off assessment and evalq^ition instruments 

•* 

Depending upon the needs, interest, and time of the group to be gained, single 
sessions or a combination of sessions may be used. Total program length is 40 
hours = 26 sessions which run from 40 minutes to 2V2 hours each. 

An assessment process is dcsc/ibcd in section IV of the.7h///7er Manual to assist 
trainers in biloring the training offered to the needs and time constraints of their 
own target group. 
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